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My Personal Information

Address - View & Update

Employees may view and update their home address using Self-Service. The home address is the
address used for payroll mailings, benefit mailings and benefit insurance eligibility determination.
All home address must have a valid “plus four” zip code. If an invalid address is entered, the

employee will receive a warning message containing tips on what can be done to correct this
error.

Procedure

In this lesson, you will learn how to update a Home Address.

Kelley Korody will be used as an example in this lesson.

My Links | Select One x| Search

Home |warklist|Sign out

Welcome ESS User

Personalize Content Lavout

Enterprise Menu [ = @My Compensation History E = % WTime & Labor [SHES
o i —
Emaloves Self Service 4.\%View Paycheck %‘ Report Time
[T Review current and prior paychecks, LD Report your time and task details far & dav,

wesk, or time period.
[ q A
'--‘J,.j]]Cnmgensﬂtmn History ~
48 Review compensation history for base, variable, Q% Request Absence
and stack options. # ¥ Request an absence.

%Direm Deposit CJ% Reguest Overtime
1] Add or update your direct deposit information, # ¥ Request employee overtime requests.

‘:E Yiew Leave and Comp Balance

G
Benefits Summary BEEX U‘ Wiew annual, sick and compensatory leave

— ) balances.
L"?Beneflts Summary
Review 3 summary of current, past or future
benefit enroliments. 5] payable Time Status
¥ Wi b o e peneil e,
-R%De endent/Beneficiary Info
&J Review or update dependent and beneficiary

information. Joh and Personal Information (=R

Personal Information Summar
Review a summary of your persanal

& [ Y -
Step | Action
1. Begin by clicking the Employee Self Service link.
[ Emploves Self Servicd
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Home|worklist|Sign ou
Benefits Welcome ESS User
4
™ Time Reporting Employee Self-Service Edlit "Employes Seif-Service! Folder
g Personal Information Self Service transactions include: browsing and searching the catalog, enraling and viewing yaur learning transcript
Fayroll and 7
Cor‘yr;pensanon Time Reporting Personal Information Payroll and Compensation
® Bensfts Repart and review your time, schedules, {7 Review and uptiate personal information. Reviev your pay and compensation histary
B Performance request absences and more. = Personsl Information Summer Update yaur cirect deposit and other
Management Report Time = Home and Maling Address deduiction or contribution infarmation
9 1 iew Time = Phore Numbers FEliew Paycheck
= User Preferences 6 Mare. iew Pavslins
[l view Payslin GBR
11 More
| Benefits Performance Management
Revigw health, insurance, savings, pension or | Access your performance and development
ather henefits infarmation. Review and update documents, and evaluations you have done
clepencient and beneticiary persanal for others
information. My Performance Documerts
Benefits Information
Dependerts and Beneficiaries
=l Benefits Summary
5 More..,
& LT[ (e

Step Action

2. Click the Personal Information link.

Personal Information |

3. Click the Home and Mailing Address link.
Eume and Mailing Address
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Home and Mailing Address
Kelley Korady

Address

Cormpensation
& Benefits
B Performance
Management

*Address Type: B

* Reguired Field

Retumn to Personal Information

Th
My Links | Select One: ~| Search

e Tune Status AsOf Country Address
— Emergency Contacts 1080 Callinsan Ford Rd
& Payroll and Home Current O7MBI2007 UBA  Morristawn, TN 37814 Edit]

Home|worklist|Sign ou

Welcome ESS User

HAMBLEM
Add

| [ e meemet

Step Action

4. Click the Collapse button to enlarge the screen
A |

5. On the Home and Mailing Address page, the system displays all addresses currently
stored in the Edison system.
This employee only has one address stored in the Edison system.

6. The Address Type refers to the type of address, such as: Home or Mail.
The Address Type displayed on the screen is Home.

7. At this time, Edison will be using the information in the Address Type of Home for
mailing purposes.

8. The Address Status refers to the status of the address.

The status displayed is Current.
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Address

Status As Of
Type
Home Current 0711672007
*Address Type: |

* Required Field

Beturh to Personal Information

Home and Mailing Address
Kelley Korody

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Gol

Home|Worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Country Address

1080 Collingon Ford Rd.
Marristown, TN 37814
HAMBLEMN

Add

UsA

=T

& I 30
Step Action
9. Click the Edit button to update the current Home address.
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Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Edit Home Address

Country: United States Channe Couniry

Address 1:  |1080 Collinson Ford Rd

Address 2: I

Address 3: |

City: |Mumsluwn State: [TH @, Tennessee Postal:|37814-
County: [HamBLEN

Date Change Will Take Effect:
On this date:  |07/17/2007 [5)  (example: 01/31/2000)

Save Cancel

& LT[ (e

Step Action

10. Click in the Address 1 field.

Note: In this example, the field will automatically clear once selected.

11. Enter "160 4th Avenue" into the Address 1 field.

12. | Click in the City field.

Note: In this example, the field will automatically clear once selected.
lh.ﬂnrristown |

13. | Enter "Nashville" into the City field.

14. | Since the state value is not changing, leave the State field as TN.

15. Click in the Postal field.

Note: For this example, the field will be cleared once you click into it.

aratd

16. Enter 37243 into the Postal field.

17. | Click in the County field.

Note: For this example, the field will be cleared once you click into it.
[HamBLEN |
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Edit Home Address

Country: United States Channe Couniry

Address 1:  |160 4th Avenue

Address 2: I

Address 3: |
City: |Nashw|l9 State: [TH @, Tennessee Postal:| 37243

County: |
Date Change Will Take Effect:

Onthis date:  |07/17/2007 [5) (example: 01/31/2000)

Save Cancel

2] Done | [ e meemet

Step Action

18. | Enter Davidson into the County field.

19. | Edison will automatically populate the current date as the default date in the On this
date field. This is the date that the address change will become effective.

To make the address change effective immediately, leave the On this date field
unchanged.

The date may be changed or modified if needed.
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My Links [Select One: =] search Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Edit Home Address
Country: United States Change Count
Address 1:  |160 4th Avenue

Address 2: I

Address 3: |
City: |Nashw|l9 State: [TH @, Tennessee Postal:| 37243
County: |Davm5nn

Date Change Will Take Effect:

Onthis date:  |07/17/2007 [5) (example: 01/31/2000)

Save Cancel

2] Done | [ e meemet

Step Action

20. Click the Choose a date button.

21. | Click the Month drop down list.

22. | Click the July list item.

23. Click the 31 link.

24, Click the Save button.

Save
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Th
My Links | Select One: ~| Search

Home|Worklist|Sign out
Welcome ESS User
Mew Window | Help | Customize Pags | =)
Home and Mailing Address
Save Confirmation
V The Save was successiul
| 3
2] Done | [ e meemet
Step Action

25. Click the OK button.

26. | You have successfully completed updating the Home Address.
End of Procedure.

Email Address - View, Update & Add

Employees may add/update their email address using Self-Service. Employees may enter one or
more email address and designate the address type for each. If more than one address is recorded,
the employee can designate one as the “primary” email address.

Procedure

In this lesson, you will learn how to view, update, and add an Email Address.

Kelley Korody will be used as an example in this lesson.
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Home|Worklist|Sign out

Payroll HR Benefits

Welcome ESS User
Personalize Content Layout

Enterprise Menu =] L mpensation History B 5 X W Time & Labor [R=

[ Ermplovee Self Service .
plor %VIEW Paycheck
eview current and prior paychecks,

Report Time
A e g B and el detiels far o dey,
wesk, or time period.

Compensation History -
Review compensation history for base, variable, Q% Request Absence
and stock options. ¥ Request an absence.

=

%Direct Deposit Q% Request Overtime
Add or update your direct depasit information, ¥ Request smployes avertime requssts.

Iview Leave and Comp Balance
View annual, sick and compensatary lsave
balances.

Benefits Summary

[ Benefits Summar:

[El¥ review a summary of current, past or future
benefit enrollments.

Tpayahle Time Status
View details of your payabls time.
975 pependent/Beneficiary Info

e
4" review or update dependent and bansficiary -
i Job and Personal Information =R

ersonal Information Summary
Eview a surnmary of your persanal
information.

| 1rtermet

Step Action
1. Begin by clicking the Employee Self Service link.

[ Erploves selfservice |
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Date: 9/11/08 Page 9




State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links [Select O =] search Home|worklist|Sign ou
Benefits Welcome ESS User
4
™ Time Reporting Employee Self-Service Edlit "Employes Seif-Service! Folder
g Personal Information Self Service transactions include: browsing and searching the catalog, enraling and viewing yaur learning transcript
Fayroll and 7
Cor‘yr;pensanon Time Reporting Personal Information Payroll and Compensation
® Bensfts Repart and review your time, schedules, {7 Review and uptiate personal information. Reviev your pay and compensation histary
B Performance request absences and more. = Personsl Information Summer Update yaur cirect deposit and other
Management Report Time = Home and Maling Address deduiction or contribution infarmation
9 1 iew Time = Phore Numbers FEliew Paycheck
= User Preferences 6 Mare. \iew Pavslips
[l view Payslin GBR
11 More
| Benefits Performance Management
Revigw health, insurance, savings, pension or | Access your performance and development
ather henefits infarmation. Review and update documents, and evaluations you have done
clepencient and beneticiary persanal for others
information. My Performance Documerts
Benefits Information
Dependerts and Beneficiaries
=l Benefits Summary
5 More..,
& L[ (@

Step Action

2. Click the Personal Information link.
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Home|Worklist|Sign out
Welcome ESS User
4
T Time Reparting Personal Information
g Eefﬁﬂlfcal ‘Qfﬂfmaﬁﬂn Review and update persanal information
ayroll an
=] Personal Information Summal = Home and Mailing Address =] Phone Numbers
@ %1?5%2531% Review a summary of your personal =] Reviow ana update your home and mailing = S upciate phone numbers, or specify
B Perfarmance information addresses YOUF primary phone number
Management
=| Email Addresses = Emergency Contacts
= S upciate your email addresses = oo update your smergency contact
information.
& [T (e
Step Action
3. Click the Email Addresses link.
mail Addresses
Document name.doc A24.a.6.1
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits Welcome ESS User

El Personal Infarmation
— Personal Infarmation
Surmary
— Horme and Mailing
Address

Mew vindow | Heln | /&

Email Addresses
Kelley Korody

‘Email Tvpe ‘Email Address Preferred

Home kelley korody@aol.corm F Delete

& Payroll and
Compensation

& Benefits

@ Performance

Management

[ Add an Email Address |

* Required Field

Save

Return ta Persaonal Information

& LT[ (e

Step Action

4. Click the Collapse button to enlarge the screen.

Document name.doc A.24.a.6.1
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My Links | Select One: ~| Search

Home|Worklist|Sign out
Welcome ESS User
Mew Window | Help | Customize Pags | =)

Email Addresses

Kelley Korody

*Email Type *Email Address Preferred

Home |I-(9H9y.kumdy@aul.cum ~ Delete

‘ Add an Email Address I

*Reguired Field

Save
Returmn to Personal Information
2] Done | [ e meemet
Step Action
5. In this example, Kelley needs to update her home Email Address.

Click in the Email Address field.

Note: For this example, the field will be cleared once you click into it.
m-(elley.kumdy@anl.cum |

6. Enter the desired information into the Email Address field. Enter
"kelley.korody@gmail.com™.

7. In the event that the State of Tennessee would need to email an employee, the
Preferred checkbox indicates which email address the employee would like the State
to email first.

If additional email addresses are added, the Preferred option can be changed to the
appropriate email address.

Note: An employee can have only one Preferred email address.

Document name.doc A.24.a.6.1
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Email Addresses
Kelley Korody
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Preferred

*Email Type *Email Address
Home |k9|\9y kurudy@gma\lcum\
‘ Add an Email Address I

*Reguired Field

Save

Returmn to Personal Information

~ Delete

8] Done

| [ e meemet

Step Action

8. Click the Save button.

Save

Document name.doc
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou
Welcome ESS User
Mew Window | Help | Customize Pags | =)
Email Addresses
Save Confirmation
V The Save was successiul
4| »
2] Done | [ e meemet
Step Action
9. Click the OK button.
Document name.doc A24.a.6.1
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Email Addresses
Kelley Korody

*Email Type *Email Address Preferred
Home |ke\\ey.kurudy@gma|\.cum M Delete

Add an Email Address |

*Reguired Field

Save

Return to Personal Infarmation

2] Done | [ e meemet

Step Action

10. | Now let's add Kelley's business Email Address to Edison.

Click the Add an Email Address button.
| Add an Email Address |

11. | Click the Email Type drop down list.

12. Click the Business list item.

Bl

13. Click in the Email Address field.
| |

14. | Enter "kelley.korody@state.tn.us" into the Email Address field.

15. Click the Save button.

Save

Document name.doc A.24.a.6.1
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Th
My Links | Select One: ~| Search

Home|Worklist|Sign out
Welcome ESS User
Mew Window | Help | Customize Pags | =)
Email Addresses
Save Confirmation
V The Save was successiul
| 3
Done © Internct
2]
Step Action

16. Click the OK button.

17. | You have successfully completed viewing, updating, and adding an Email Address.
End of Procedure.

Emergency Contacts - View, Update & Add

Employees may add/update their emergency contacts using Self-Service. For each emergency
contact, an employee may enter a name, relationship to employee, full address, and one or more
telephone numbers. If more than one contact is recorded, the employee can designate one as the
“primary” emergency contact.

Procedure

In this lesson, you will learn to view, update, and add an Emergency Contact who can be
contacted in case of an emergency. You will also learn how to change the primary contact.

Kelley Korody will be used as an example in this lesson.

Document name.doc A.24.a.6.1
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My Links | Select One ~| Bearch

Home|Worklist|Sign out

Payroll

Welcome ESS User
Personalize Content Layout

Enterprise Menu =] @My Compensation History BB X

[ Ermplovee Self Service

Time & Labor 2] 5]

Report Time
A e g B and el detiels far o dey,
wesk, or time period.

evs Paycheck
Review current and prior paychecks,

J]j Compensation History -
WY Review compensation history for base, variable, Q% Request Absence
and stock options. ¥ Request an absence.

%Direct Deposit Q% Request Overtime
Add or update your direct depasit information, ¥ Request smployes avertime requssts.

View Leave and Comp Balance
View annual, sick and compensatary lsave
balances.

Benefits Summary

[ Benefits Summar:

[El¥ review a summary of current, past or future
benefit enrollments.

Pavable Time Status
Ju‘\]j View details of your payable time.

975 pependent/Beneficiary Info

e
4" review or update dependent and bansficiary -
i Job and Personal Information =R

Personal Information Summary
Review a surnmary of your personal
information.

| 1rtermet

Step Action

1. Begin by clicking on the Employee Self Service link.

¥ Emplovee Self Service|
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Home|worklist|Sign ou
Benefits Welcome ESS User
4
. = i it —
™ Time Reporting Employee Self-Service Edlit "Employes Seif-Service! Folder
g Personal Information Self Service transactions include: browsing and searching the catalog, enraling and viewing yaur learning transcript
Fayroll and 7
Cor‘yr;pensanon Time Reporting Personal Information Payroll and Compensation
® Bensfts Repart and review your time, schedules, {7 Review and uptiate personal information. Reviev your pay and compensation histary
B Performance request absences and more. = Personsl Information Summer Update yaur cirect deposit and other
Management Report Time Home andl Maling Address deduiction or contribution infarmation
9 1 iew Time = Phore Numbers FEliew Paycheck
= User Preferences 6 Mare. \iew Pavslips
[l view Payslin GBR
11 More
| Benefits Performance Management
Revigw health, insurance, savings, pension or | Access your performance and development
ather henefits infarmation. Review and update documents, and evaluations you have done
clepencient and beneticiary persanal for others
information. My Performance Documerts
Benefits Information
Dependerts and Beneficiaries
=l Benefits Summary
5 More..,
& LT[ (e

Step Action

2. Click the Personal Information link.

e
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B Personal Information

® Payroll and
Compensation

3 Benefts

B performance

Management

Personal Information

Revisw and update personsl information

Personal Information Summar
Review a summary of your personal
information

Email Addresses
cidd or update your email addresses

State of Tennessee — Edison Project

End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

E" Home and Mailing Address
Review and update your home and mailing

addresses

Contacts

E" Emergen
el or update your emergency contact

information.

Home|Worklist|Sign ou

Welcome ESS User

E" Phone Numbers
Add or update phone numbers, or specify
your primary phons number.

| Irkernet

Step Action

3. Click the Emergency Contacts link.

Emergeng Contacts

Document name.doc
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou
Benefits Welcome ESS User
4

Bl Personal Information Mlew Window | Helo | 5

— Personal Infarmation =
E
— Fomg 2 valing Emergency Contacts
Address
— Phone Numbers Kelley Korody
— Emnail Addresses
cls Contact Name Relationship to Emplovee

& Payroll and
Compensaion Stan Perry Father Edit Delete

B penefis

B Performance
Management Primary Contact: Stan Perry Change the primary contact |

Add an Emergency Contact
Return to Fersanal Information
2] Done | [ e meemet
Step Action
4. Click the Collapse button to enlarge the screen.
Document name.doc A24.a.6.1
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Emergency Contacts

Kelley Korody

Contact Name

Stan Perry

Primary Contact:  Stan Perry

Add an Emergency Contact

Relationship to Employee
Father

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | 2,

Edit Delete

Change the primary contact |

Eeturn to Personal Information

| Irkernet

Step Action

5. Click the Edit button.

6. Accurate emergency contact information is critical in case of an emergency at work.

The contact details should be for the person that you would like to have contacted in
case of an emergency at work.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

MNew Window | Help | Custormize Pags | 5, |

Emergency Contacts

Emergency Contact Detail
Kelley Karady

Address and Telephone

*Contact Name: Btan Pery
*Relationship to Employee: | Father =]

™ Contact has the same address as the employee

™ Contact has the same telephone number as the employee

Address Type: |Home =

Country: United States

Address: 1702 QakDr. N
Mashwille, TN 37204 Edit Address
Davidson

Telephone: 615/896-4792

4

Other Telephone Numbers

*Phone Tvne Phoneg Humher

Step Action

7. In this example, you need to add an apartment number to the address for Stan Perry.

Click the Edit Address link.

Document name.doc A.24.a.6.1
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

Welcome ESS User

MNew Window | Help | Custormize Pags | 5, |

Edit Address

Country: United States Change Count
Address 1:  [1702 OakDr.

Address 2: |
Address 3: |
City: |Naahwl\e State: |TN Q, Tennessee Postal;|37204
County: |Davidsnn
QK Cancel

Step Action

8. Click in the Address 2 field.

9. Enter the desired information into the Address 2 field. Enter "Apt. #1880".

10. Click the OK button.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

MNew Window | Help | Custormize Pags | 5, |

Emergency Contacts

Emergency Contact Detail
Kelley Karady

Address and Telephone

*Contact Name: Stan Perry
*Relationship to Employee: | Father =]

™ Contact has the same address as the employee

™ Contact has the same telephone number as the employee

Address Type: |Home -

Country: United States

Address: 1702 QakDr. N
Apt #1880 Edit Address
Mashville, TH 37204
Dawidson

Telephone: 615/896-4792

4

Other Telephone Numbers

*Phone Tvne Phoneg Humher

Step Action

11. | Click the scrollbar to scroll down the page.

12. Click the Save button.
=
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | 2,

Emergency Contacts

Save Confirmation
V The Save was successiul

Step Action

13. Click the OK button.

Document name.doc
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Emergency Contacts

Kelley Korody

Contact Name
Stan Perry

Relationship to Employee
Father

Primary Contact:  Stan Perry

Change the primary contact |

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links [Select One: =] search Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | 2,

Edit Delete

Add an Emergency Contact

Eeturn to Personal Information

I 30
Step Action
14. | Now let's add a second emergency contact for Kelley Korody.
Click the Add an Emergency Contact button.
| Add an Emergency Contact
15. | Click in the Contact Name field.
Document name.doc A.24.a.6.1
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

MNew Window | Help | Custormize Pags | 5, |

Emergency Contacts

Emergency Contact Detail
Kelley Karady

Address and Telephone
*Contact Name: I

*Relationship to Employee: I j

™ Contact has the same address as the employee

™ Contact has the same telephone number as the employee

Country: United States Change Country

Address: Edit Address

Telephone:

Other Telephone Numbers
*Phone Type Phone Number

Step Action

16. | Enter "Kevin Korody" into the Contact Name field.

17. | Click the Relationship to Employee drop down list.

18. | Click the Spouse list item.

19. | We click this option because Kelley Korody's spouse has the same address.

If the address of the contact person differs from that of the employee, then leave this
box unchecked. In this case, an additional address needs to be added in the Address
section on this page.

20. | Click the Contact has the same address as the employee option.

O

21. | When the emergency contact person has the same phone number, you can click the
Contact has the same telephone number as the employee box to automatically add
the telephone number.

In this example, Kelly's husband has a different telephone number so we will not be
checking this box.
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Date: 9/11/08 Page 28




Emergency Contacts

My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Emergency Contact Detail
Kelley Karady

Address and Telephone

*Contact Name: Kevin Korody
*Refationshipto Employee: | 3R0US2 |

[¥ Contact has the same address as the employee

™ Contact has the same telephone number as the employee

Address Type: |Home =

Country: United States

Address: 1080 Collingon Ford Rd.
Morristown, TN 37814
HAMBLEM

Telephone:

Other Telephone Numbers

*Phone Tvne Phoneg Humher

State of Tennessee — Edison Project

End User Training Manual — Employee Self Service

Welcome ESS User

MNew Window | Help | Custormize Pags | 5, |

Step

Action

22.

Click the scrollbar to scroll down to the bottom of the page.

23.

Click in the Telephone field.
| |
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

[¥ Contact has the same address as the employee

™ Contact has the same telephone number as the employee

Address Type: |Home =

Country: United States

Address: 1080 Collinson Fard Rd
Morristown, TN 37814
HAMBLEM

Telephone:

Other Telephone Numbers

Phone Type Phone Number

Add a Phone Nurmber

* Required Field

Save

Return to Emergency Contacts

Step Action

24. | Enter "6159805678" into the Telephone field.

25. | If the contact has multiple phone numbers, you may add additional phone number by
clicking on the Add a Phone Number button.

Click the Add a Phone Number button.
| Add a Phone Number ||

26. | Click the Phone Type drop down list.

27. Click the Cellular list item.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

[¥ Contact has the same address as the employee

™ Contact has the same telephone number as the employee

Address Type: |Home =

Country: United States

1080 Collinson Fard Rd
Morristown, TN 37814
HAMBLEM

Address:

Telephone: 615/950-5678
Other Telephone Numbers

Phone Type Phone Number

- Delete
Add a Phone Number

*Required Field

Save

Return to Emergency Contacts

Step Action

28. Click in the Phone Number field.

A.24.a.6.1

Document name.doc
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

[¥ Contact has the same address as the employee

™ Contact has the same telephone number as the employee

Address Type: |Home =

Country: United States

Address: 1080 Collinson Fard Rd
Morristown, TN 37814
HAMBLEM

Telephone: 615/950-5678
Other Telephone Numbers

Phone Type Phone Number
- Delete
Add a Phone Number

*Required Field

Save

Return to Emergency Contacts

Step Action

29. Enter "6159877623" into the Phone Number field.

30. Click the Save button.

Save

Document name.doc A.24.a.6.1
Date: 9/11/08 Page 32



State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Home|Worklist|Sign ou
Welcome ESS User
Mew Window | Help | Customize Pags | 2,
Emergency Contacts
Save Confirmation
V The Save was successiul
4 »
Step Action

31. Click the OK button.

32. | Notice that the Spouse has now been added as an emergency contact, but Stan Perry
still shows as the Primary Contact.

Let's change the Primary Contact to be Kelley's spouse Kevin Korody.
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Emergency Contacts
Kelley Korody

Contact Name

Kevin Korody Spouse
Stan Pery Father

Primary Contact: Stan Perry

Add an Emergency Contact

Retum to Personal Information

Relationship to Emplovee

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search Gol

Home|Worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | 2,

Edit Delate
Edit Delete

Change the primary contact |

& [T ke
Step Action
33. | Click the Change the primary contact button.
| Change the primary contact
Document name.doc A.24.a.6.1
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My Links IW[ Search Home|Worklist|Sign ou
Welcome ESS User
Mew Window | Help | Customize Pags | 2,
Emergency Contacts
Change Primary Contact
Kelley Korody
Primary Contact:
Save
Return to Emergency Cantacts
& [T (e

Step Action

34. | Click the Primary Contact drop-down list.

35. | Click the Kevin Korody list item.

36. Click the Save button.

Save
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End User Training Manual — Employee Self Service

Th
My Links | Select One: ~| Search

Home|Worklist|Sian ou|
L Welcome ESS User
Mew Window | Help | Custorize Page | 5}
Emergency Contacts
Save Confirmation
LR T ——
4 »
Step Action
37. | Click the OK button.
S

38. | Notice that the Primary Contact now shows Kelley's spouse Kevin Korody.

39. | You have successfully completed viewing, updating, and adding the Emergency
Contact details for Kelley Korody.
End of Procedure.

Performance Evaluation - View Performance

Employees may view their Job Performance Plan and Formal Performance Evaluation documents
using Self-Service. The Interim Work Review document is completed outside of Edison.
However, the Interim Work Review period and the date of discussion are entered by the Manager
(Supervisor) into Edison and the Employee is able to view this information for accuracy and
record-keeping purposes. Employees may also indicate their agreement or disagreement by
adding comments to any of their Formal Performance Evaluation documents and should
acknowledge all Performance Evaluation documents using Self-Service. However, Managers
have the ability to acknowledge a performance evaluation document if the employee temporarily
does not have access to a computer or if the employee refuses to acknowledge a performance
evaluation document.
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Procedure

In this lesson, you will learn to review your Performance Evaluation documents and indicate
your agreement or disagreement by adding comments as applicable.

Kelley Korody will be used as an example in this lesson.

My Links | Select One x| Search

Home |worklist|Sign out

Welcome ESS User

Personalize Content Lawout

Enterprise Menu = WMy Compensation History B = X @Time & Labor BB X
E Emplovee Self Service

%View Paycheck %‘ Report Time
eview current and prior paychecks, 0 Report your time and task details far a day,
week, or time period.

5..':;1']']c:|mgensatiun History .
A Review compensation history for base, wariable, CJ% Request Absence
and stock options. ¥ Request an absence.

%Direct Deposit Q% Request Overtime
5™ add or update your direct deposit information. ¥ Request emplayee avertime requests.

1_1_‘.]]] Yiew Leave and Comp Balance

Benefits Summary EREN | 10" view annual, sick and compensatory leave

= ) balances.
P"?Beneflts Summary
Review & summary of current, past or future

benefit enrollments.

1_!_‘] Payable Time Status
i

[ View details of your paysble time.

’%‘%DenendenttBeneficiary Info
G raview or updats dependsnt and bansficiary

Joh and Personal Information

information.
Personal Information Summary
Review a summary of your personal
information.
& [ @ -
Step | Action
1. Begin by clicking the Employee Self Service link.
[Emploves Self Service |
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My Links [Select O =] search Home|worklist|Sign ou
Benefits Welcome ESS User
4
™ Time Reporting Employee Self-Service Edlit "Employes Seif-Service! Folder
g Personal Information Self Service transactions include: browsing and searching the catalog, enraling and viewing yaur learning transcript
Fayroll and 7
Cor‘yr;pensanon Time Reporting Personal Information Payroll and Compensation
® Bensfts Repart and review your time, schedules, {7 Review and uptiate personal information. Reviev your pay and compensation histary
B Performance request absences and more. = Personsl Information Summer Update yaur cirect deposit and other
Management Report Time = Home and Maling Address deduiction or contribution infarmation
9 1 iew Time = Phore Numbers FEliew Paycheck
= User Preferences 6 Mare. \iew Pavslips
[l view Payslin GBR
11 More
| Benefits Performance Management
Revigw health, insurance, savings, pension or | Access your performance and development
ather henefits infarmation. Review and update documents, and evaluations you have done
clepencient and beneticiary persanal for others
information. My Performance Documerts
Benefits Information
Dependerts and Beneficiaries
=l Benefits Summary
5 More..,
& L[ (@

Step Action

2. Click the Performance Management link.

Performance Management
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[ Tirme Reparting B
B Personal Information
® Payroll and

3 Benefts
B performance

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

tain Mer. e =

Performance Management
Access your performance and development documents, and evalustions you have done for others.
My Performance Documents

Creste, updsate, or views your performance documents:

= Current Documerts
= Historical Documents

Compensation

Management

& I B Y
Step Action
3. Click the My Performance Documents link.
My Performance Documents
4, Click the Current Documents link.
Document name.doc A.24.a.6.1
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits

Welcome ESS User
4

= My Performance
Documents

— Create Docurments
— Current Documents
— Histarical Documents

Mew Window | Help | Customize Pags | =)

Current Performance Documents
Kelley Korody

Listed below are your current performance documents.

Performance Documents nize | Find First (4 4 or 1 D Last
Document geoyy pate EndDate  Job Title Manaser

Tupe

Annual  DIO1Z007 DZZRZ008 MUSEUM GURATOR  Review Held Srmithy Srmith

| Irkernet
Step Action
5. Click the Collapse button to enlarge the screen.
6. Click on the Annual entry in the Document Type column.
Document name.doc A.24.a.6.1
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Curtent Performance Documents

Document Details

Kelley Karody, MUSEUM CURATOR
Annual: 03/01/2007 - 02/28/2008

Employee: Kelley Korody Job Title: MUSEUM CURATOR
Document Type: Annual Period: 03/01/2007 - 02/28/2008
Manager: Smithy Smith Status: Review Held

Template Name: Annual Review

iDocument Progress
Step Status Due Date
Review Manager Evaluation € Review Held 02/28/2008 View Acknowledge

Return to Select Docurments

& LT[ (e

Step Action

7. Click on the View link to review the Performance Evaluation.
8. The Manager Evaluation page displays details such as Author, Role, Status, Due

Date, Approval, Date of Discussion and includes sections for Major Job
Responsibilities, Overall Summary, Employee Comments and Manager
Comments on Formal Performance Evaluation documents.

For each Major Job Responsibility, a rating and applicable comments have been
recorded. In addition, the Manager will enter an overall rating and overall comments.
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Custormize Paas | & =

Performance Document - Ahnual

Manager Evaluation

Kelley Karody, MUSEUM CURATOR
Annual: 03/01/2007 - 02/28/2008

Author: Smithy Smith Role: Manager

Status: Review Held Due Date: (2i28/2008
Approval: Mot Submitted Date of Discussion | 03/02/2008 [

The status of this evaluation is Review Held. In this status, you may enter comments in the
Employee Comments section, if applicable.

At any time you can save any entries you make on the evaluation by using the Save button,

Save I Acknowledge Review Cancel Return to Document Detail

&) view Printable Evaluation [E71 Rlotify

Section 1 - Major Job Responsibilities

Maijor Job Responsibility 1: 9999 Media Spokesperson
)

Description:
* Reminder Date
* Status:

2] Done | [ e meemet

Step Action

9. Click on the scrollbar to see additional information.

10. Click on the scrollbar to see additional information.

11. Click on the scrollbar to see additional information.

12. Click on the scrollbar to see additional information.

13. Click on the scrollbar to see additional information.

14. | The employee can click in the Employee Comments field to indicate agreement or
disagreement and enter a response to the evaluation.

Click in the Employee Comments field.

15. | Enter "I agree with this evaluation. The overall performance evaluation was fair
and satisfactory." in the Employee Comments field.

16. Click on the scrollbar to see additional information.

17. | If you would like to save your Employee Comments but not submit them yet, you
can click the Save button to return to this page later and submit your
acknowledgement.

18. | Click the Acknowledge Review button to send the acknowledgement to the Manager.
|Acknuwledge Revieml
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Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Performance Document - Ahnual

Acknowledge Document Review

Kelley Karody, MUSEUM CURATOR
Annual: 03/01/2007 - 02/28/2008

You have chosen to acknowledge your performance evaluation. To confirm this acknowledgement,
click the OK button

2] Done | [ e meemet

Step Action

19. Click the OK button.

20. | You have successfully completed reviewing, adding comments and acknowledging
the Performance Evaluation document.
End of Procedure.

Personal Information - View Summary

The Personal Information Summary page provides employees with a variety of information that is
contained in their HR record. Found in Self-Service, employees may view information including
their home and mailing address, telephone number(s), Emergency Contacts, Email Address(es),
Ethnic Group, Date of Birth, Social Security Number, and Military Status. Employees have the
ability to add or edit some of this information — such as their home address, telephone number(s),
emergency contacts, and email address(es). Employees should contact their Agency’s Human
Resources Office if other personal information needs to be corrected.

Procedure

In this lesson, you will learn to review your Personal Information Summary and make any
required modifications.

Kelley Korody will be used as an example in this lesson.
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My Links | Select One ~| Search Gal Home | Warklist|Sign out

My Page |t ] HR Benefits TIeL ELM Welcame ESS User

Personalize Content Layout

Enterprise Menu =] @My Compensation History = X @ Time & Labor SR
[ Ermplovee Self Service

%View Paycheck Report Time
' Review current and prior paychecks, Report your time and task details for a day,
wesk, or time period.

ﬁi](:nmgensatinn History =
P Review compensation history for base, variable, Q% Request Absence
and stack optinns. F ¥ Request an absence.

A

%Dirett Deposit Q"% Request Overtime
Add or update your direct depasit infarmation, F ¥ Request smployes avertime requssts.

Yiew Leave and Comp Balance

Benefits Summary B E X Wiew annual, sick and compensatory leave
== 3 balances.
{44 Benefits Summary

[E]¥ review a summary of current, past or future
benefit snrollments. N
View details of your payable time.

-J:E%De endent/Beneficiary Info
e aien o upise depontknt ane Consisy
information,

Job and Personal Information =

Personal Information Summary
Review a summary of your personal
information.

&3 I Y

Step Action

1. Begin by clicking the Personal Information Summary link.
Personal Information Summary|
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Payroll Benefits

4
= Self Service
& Time Reporting
= Personal Information _
ation Personal Information
— Home and Mailing Kelley Korody
Address
— Bhone Numbers
— Email Addresses
— Emergency Contacls
® Payroll and
[

Kelley Korody

Change name |

B penefis
B Performance

Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Custormize Paas | & =

Management Address

Twe Status As Of Country Address
1080 Collingon Ford Rd.
Home Current 07 E2007 USA Morristown, TH 37814 -

HAMBLEN

160 4th Avenue
MNashville, TN 37243
DAVIDSON

Home Future 0743142007 USA

Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension Preferred

Business £15(253-9900 P

Cellular B15/835-4281 r
Change phone numbers

Emergency Contacts

| Irkernet

Step

Action

Click the Collapse button to enlarge the screen.

The Name section will display the full name of the employee.

Edison will not allow employees to make name changes through self service. In order

to change your name, you will need to contact your agency's Human Resources Office
and provide them with the appropriate information.

The Address section lists the Home and Mailing addresses for an employee.

Notice that the Addresses may be updated directly from the Personal
Information page by clicking on the Change home/mailing addresses button.

Click the Change home/mailing addresses button to edit an address.
| Change homeimailing addresses “

To update an Address, follow the steps outlined in the Address - View & Update

script.
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My Links IW[ Search Home|Worklist|Sign ou
Welcome ESS User
Mew Window | Help | Customize Pags | =)

Home and Mailing Address

Kelley Korody

lpvrsss |

;‘:’iﬂ Status ASOf  Country Address

1080 Collinson Ford Rd.
Haome Current 07182007 USA mf\;\;gfg\[n‘TN EEEIE] ﬂl
Home  Futre 071312007 US4 Lii:m":%”;m Edit|
DAVIDEON

address Type: | NN ~ Add

* Required Field

Return to Personal Information

&1 N O =
Step Action
8. Click the Return to Personal Information link.
[Beturn to Personal Inforrmatior]
9. The Phone Numbers section displays the list of phone numbers for an employee.
10. | Notice that the Phone Numbers may be updated directly from the Personal
Information page by clicking on the Change phone numbers button.
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Home|worklist|Sign ou

My Links | Select One: ~| Search

Welcome ESS User

Mew Window | Help | Custormize Paas | & =

Personal Information

Kelley Korody

Kelley Korody

Address

e Status As Of Country Address
1080 Collingon Ford Rd.
Home Current 07 B/2007 USA Marristown, TH 37814 -
HAMBLEN
160 4th Avenue
Home Future 07¢31§2007 USA Mashyille, TN 37243
DAVIDSON

Change home/mailing addresses |

Phone Humbers

Phonhe Type Phone Number Extension Preferred
Business £15/253-9900 =
Cellular 615/835-4281 r

Change phone numbers
Emergency Contacts

Hame Relationship to Employee

| | mremet

=]

Step Action

11. | Click the Change phone numbers button to add or edit a phone number.
| Chandge phone numbers I

12. | To update or add a Phone Number, follow the steps outlined in the Phone Numbers
- View, Update & Add script.
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Phone Numbers

Kelley Korody

Enteryaur phane numbers below.

Phone Type “Telephone Extension Preferred
Business [p15:253-9300 ~ Delete
Cellular IEWSIE35-4QEW | r Delete

Add a Phone Number
*Required Field

Save

Beturn to Personal Information

My Links | Select One: ~| Search Gol

State of Tennessee — Edison Project

End User Training Manual — Employee Self Service

Home|Worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Step Action

13. Click the Return to Personal Information link.

Eeturn to Personal Im’urmatiug
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Custormize Paas | & =

Personal Information

Kelley Korody

Kelley Korody

Address

Tye Status As Of Country Address
1080 Collingon Ford Rd.

Home Current 07 B/2007 USA Marristown, TH 37814 -
HAMBLEN

Home  Future 07312007 ugs 150 dth Avenus

MNashville, TN 37243
DAVIDSON

Change home/mailing addresses |

Phone Humbers

Phone Type Phone Number Extension Preferred
Business 515/253-8900 F
Cellular 615/835-4281 r
Change phone numbers
Hame Relationship to Employee
& LT[ (e
Step Action

14. | Click the scrollbar to see the information at the bottom of the page.

15. | The Emergency Contacts section displays the emergency contact information for an
employee.

16. | Notice that the Emergency Contacts may be updated directly from the Personal
Information page by clicking on the Change emergency contacts button.

17. | Click the Change emergency contacts button to add or edit an emergency contact.
| Change emergency contacts ||

18. | To update or add an Emergency Contact, follow the steps outlined in the Emergency
Contacts - View, Update, & Add script.
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Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | 2,

Emergency Contacts
Kelley Korody

Contact Name

Relationship to Employee

§¢Ewin Karady Spouse Edit Delete
Stan Perny Father Edit Delete

Primary Contact:  Kevin Korody Change the primary contact |

Add an Emergency Contact

Eeturn to Personal Information

| Irkernet

Step Action
19. | Click the Return to Personal Information link.
[Return to Persanal Information |
20. | The Email Addresses section displays the Email addresses for an employee.
21. | Notice that Email Addresses may be updated directly from the Personal
Information page by clicking on the Change email addresses button.

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Emergency Contacts |

Name Relationship to Emplovee Primary Contact
Kevin Karody Spouse F
Stan Perry Father r

Change emergency contacts
Email Addresses

Email Tyne Email Address Preferred
Home kelley karody@armail.cam F
Business kelley korody@state th.us r

Change email addresses
Marital Status

Marital Status: Married Asof: 07112007

Employee Information

Gender: Female
Date of Birth: 0211611971
Birth Country:

Birth State: _
Social Security Number: 995-39-9999
Smoker:

Date Entitled to Medicare:

Military Status: -
2] Done | [ e meemet

Step Action

22. | Click the Change email addresses button to add or edit an email address.
| Change email addresses I

23. To enter an Email Address, follow the steps outlined in the Email Addresses - View,
Update, & Add script.
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Home|worklist|Sign ou

Welcome ESS User
Mew Window | Help | Customize Pags | =)
Email Addresses
Kelley Korody
*Email Type *Email Address Preferred
Home |k9|\9y korody@gmail.com M Delete
Business |ke|\ey korody@state th.us r Delete
‘ Add an Email Address I
*Required Field
Save
Beturn to Personal Infarmation
2] Done | [ e meemet

Step Action

24. Click the Return to Personal Information link.

Eeturn to Personal Information

25. | The Marital Status section displays the marital status for an employee.

Edison will not allow employees to change their Marital Status through self service.
In order to change your marital status, you will need to contact your agency's Human
Resources Office and provide them with the appropriate information.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

Emergency Contacts |

Name Relationship to Emplovee Primary Contact
Kevin Karody Spouse F
Stan Perry Father r

Change emergency contacts
Email Addresses
Email Tyne Email Address Preferred
Home kelley karody@armail.cam F
Business kelley korody@state th.us r

Change email addresses

Marital Status

Marital Status: Married Asof: 07112007

Employee Information

Gender: Female
Date of Birth: 0211611971
Birth Country:

Birth State: _
Social Security Number: 995-39-9999
Smoker:

Date Entitled to Medicare:

Military Status: -
2] Done | [ e meemet

Step Action

26. | Click the scrollbar area to scroll down the page.

27. | The Employee Information section displays details such as Gender, Date of Birth,
Birth Country, Social Security Number, Smoker, Date Entitled to Medicare,
Military Status, Original Start Date and Highest Education Level. This
information is available only for viewing.

28. | The Ethnic Groups section will display the description of the ethnic group to which
an employee belongs.

29. | You have successfully completed reviewing Personal Information Summary.
End of Procedure.

Phone Number - View, Update & Add

Employees may view and update their telephone numbers using Self-Service. Business, cellular
and home are examples of some of the telephone numbers that can be stored in Edison.
Employees may also elect to add one or more telephone numbers to their Personal Information in
Edison. If multiple phone numbers are entered, one must be designated as preferred. Edison
cannot distinguish whether or not a telephone number provided is unlisted. Any telephone
number provided becomes a part of the employee's electronic personnel file and may be
subject to disclosure under the Public Records Act.
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Procedure

In this lesson, you will learn to view and update Phone Numbers stored in Edison, as well as,
add additional Phone Numbers to the list of contact numbers.

Kelley Korody will be used as an example in this lesson.

My Links | Select One x| Search Home |worklist|Sign out

Welcome ESS User

Personalize Content Lawout

Enterprise Menu B = WMy Compensation History B = X @Time & Labor
E Emplovee Self Service

Views Paycheck E‘ Report Time
evien current and prior paychecks. 2D Report your €

Report your time and task details for a day,
week, or time period.

ﬁ]Cumuensatlun History -
JU Revien compensation history for base, variatle, | | T/l Reauest absence
and stock options. Request an absence.

%Direct Deposit Q% Request Overtime
Add or update your direct deposit information, Request employee overtime requests.

T-"]j] view Leave and Comp Balance
Benefits Summary EREN | 10" view annual, sick and compensatory leave
balances.

P"?Beneflts Summary

Review a surnrnary of current, past ar futurs
benefit enrollments. | | [E=F ‘J Payable Time Status
Eayable Time Status

"-ﬂ Wiz diels @ yer payelils dims,

’%‘%DenendenttBeneficiary Info
G raview or updats dependsnt and bansficiary
information,

Joh and Personal Information

ersonal Information Summary
eview a summary of your personal

information.
& [ @ -
Step | Action
1. Begin by clicking on the Employee Self Service link.
[H Emplovee Self Service |
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Home|worklist|Sign ou
Benefits Welcome ESS User
4
. = i it —
™ Time Reporting Employee Self-Service Edlit "Employes Seif-Service! Folder
g Personal Information Self Service transactions include: browsing and searching the catalog, enraling and viewing yaur learning transcript
Fayroll and 7
Cor‘yr;pensanon Time Reporting Personal Information Payroll and Compensation
® Bensfts Repart and review your time, schedules, Review and update personal information. Reviev your pay and compensation histary
B Performance request absences and more. = Personsl Information Summer Update yaur cirect deposit and other
Management Report Time Home andl Maling Address deduiction or contribution infarmation
9 1 iew Time = Phore Numbers FEliew Paycheck
= User Preferences 6 Mare. \iew Pavslips
[l view Payslin GBR
11 More
| Benefits Performance Management
Revigw health, insurance, savings, pension or Access your performance and development
ather henefits infarmation. Review and update documents, and evaluations you have done
clepencient and beneticiary persanal for others
information. My Performance Documerts
Benefits Information
Dependerts and Beneficiaries
=l Benefits Summary
5 More..,
& LT[ (e

Step Action

2. Click the Personal Information link.
Personal Information

3. Click the Phone Numbers link.
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The
My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

El Personal Infarmation
— Personal Infarmation
Surmary
— Horme and Mailing
Address

Mew vindow | Heln | /&

Phone Numbers
Kelley Korody

— Ermergency Contacts Enter your phone numbers below.

& Payroll and
mCommensemon Phone Type “Telephone Extension Preferred
Benefits
B Performance Business 615/674-2340 =2 ﬂl
Management
Add a Phone Number
*Reguired Field
Save

Retumn to Personal Information

& LT[ (e

Step Action

4. Click the Collapse button to enlarge the screen
5. On the Phone Numbers page, the system shows all phone numbers currently stored in

the Edison system.

This employee only has one Phone Number stored in the Edison system.
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Th
My Links | Select One: ~| Search

Home|Worklist|Sign out
Welcome ESS User
Mew Window | Help | Customize Pags | =)
Phone Numbers
Kelley Korody
Enteryaur phane numbers below.
Phone Type “Telephone Extension Preferred
Business fi16/874-2340 ~ Delete
Add a Phane Number
*Required Field
Save
Return to Personal Information
Step Action
6. In this example, Kelley needs to update her business Telephone number.

Click in the Telephone field.

Note: For this example, the field will be cleared once you click into it.
l615374-2340 |

Enter the desired information into the Telephone field. Enter "6152539900".

The Extension field is used when the telephone number has an associated Extension
tied to it.

9. In the event that the State of Tennessee needs to call an employee, the Preferred
checkbox indicates which telephone number the employee would like the State to call
first.

If only one telephone number is stored, this checkbox will automatically be checked.
If additional numbers are added, the employee can designate the appropriate phone
number as Preferred.

Note: An employee can have only one Preferred number.

10. Click the Save button.

Save
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Phone Numhbers

Save Confirmation
V The Save was successiul

Step Action
11. Click the OK button.

12. | Notice how the system automatically converted the Telephone number into the
required Edison format.
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Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Phone Numbers

Kelley Korody

Enteryaur phane numbers below.

Phone Type “Telephone Extension Preferred

Business 616/263-9300 ~ Delete
Add a Phane Number

*Required Field

Save

Retum to Personal Information

Step Action

13. | Now let's add Kelley's cellular phone number to the Edison system.

Click the Add a Phone Number button.
| Add a Phone Mumber I

14. | The Phone Type indicates the type of phone number being stored.

Click the Phone Type drop down list to display valid phone types.

=

15. Select the Cellular list item.

16. | Edison automatically formats a phone number in the required format.

For example, if you key in the Telephone number of 6158354281, it will
automatically convert to the required Edison format of 615/835-4281 once you click
the Save button.
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Phone Numbers

Kelley Korody

Enteryaur phane numbers below.

Phone Type “Telephone
Business 616/263-9300
= |

Add a Phone Number
*Required Field

Save

Beturn to Personal Information

Extension Preferred

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Gol

Home|Worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

~ Delete
r Delete

Step Action

17. | Click in the Telephone field.
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Phone Numbers

Kelley Korody

Enteryaur phane numbers below.

Add a Phone Number
*Required Field

Save

Beturn to Personal Information

Phone Type “Telephone Extension Preferred
Business B15/253-8500 ~
[ECTECA—— | | I r

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links [Select One: =] search Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

Delete
Delete

Step Action

18. Enter"6158354281" into the Tele

phone field.

19. Click the Save button.

Save
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My Links [Select One: =| search Home|Worklist|Sign out
Welcome ESS User
Mew Window | Help | Customize Pags | =)
Phone Numhbers
Save Confirmation
V The Save was successiul
4 L3
Step Action

20. Click the OK button.

21. | You have successfully completed viewing, updating and adding a Phone Number to
the existing record.

End of Procedure.
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@ dison

My Paycheck
Direct Deposit - View, Update & Add

Direct Deposit allows depositing the paycheck amount electronically to the respective financial
institutions such as a bank or credit union. Employees can add or update their direct deposit
information using Self Service.

Direct Deposit enforces the following aspects on State of Tennessee employees:

- Requires the employee to have at least one account type with the deposit type option as
"Balance”.

- Allows up to three (3) direct deposit entries.
- Direct Deposits can be applied to checking, savings or credit union accounts.

- Existing direct deposit policy will be enforced.

Procedure

Kate Spade will use Self Service to add her direct deposit account information.

My Links | Select One ~| Search

Home |wWorklist|Sign out

Welcome ESS User

Personalize Content Lawout

Enterprise Menu E E My Compensation History E E X WTime & Lahor BB ®
[# Employee Self Sendce '\%View Paycheck %‘ Report Time
ESPReview current and prior paychecks. 2D Report your time and task details for a day,

week, or time periad,
[P R
“!-‘":ﬂjl compensation History A
Q070 Review campensation histary for bass, varisble, Q’% Request Absence
and stock options Request an absence

Direct Deposit B, Request Overtime
B )

=*add or update your direct deposit informatian. Request employes overtims requests.

=

!E.JJ': |view Leave and Comp Balance

Y view annual, sick and compensatory leave
balancas,

Benefits Summary =)

%ﬂ%\neneflts Summary
Review a summary of current, past or future
benefit enrallments,

fe—
!E.JJ'f ]Payahle Time Status
T View details of your payable tirme,

"@Denendentmeneficiary Info
S Raview or update dependent and bsnsficiary
informatian,

Job and Personal Information =

ersonal Information Summary
= Review a summary of your personal .
infarmation

& : L[ (e
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Step | Action

1. Click the Direct Deposit link.

4
B Payroll and
Compensation
— View Paycheck
— Direct Deposit
— W4 TaycInformation
— W2 Reissue Request
3 Benefts
B performance
Management
[# Manager Self Service

[ HCem Account
[ My Content Type

Direct Deposit
Kate Spade

Direct Deposit Detail
Routing Number Account Number  Deposit Type Amt/Pct Denosit

Home|worklist|Sign ou

Welcome ESS User

Mew Window | Help | Customize Pags | =)

[ worklist

[# Reporting Tools

[ FeopleTools

[ HCM Reporting Toals

[ ELM Repoting Tools

- Enterprise Learning PT8.4x
- Human Resources PTS.4x
[~ EacilityAx

- ElestFocus

— Change My Password

[# Portal Administration
Add Account

- My Personalizations
— My System Profile

Order

8] Done

[ L[ [ (@bt
Step Action
2. Click the Collapse button.
3. In this example, Kate will deposit 90% of each paycheck to her checking account and

send the remainder, or balance, to her savings account.

4, Click the Add Account button.

| Add Account I
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Home|worklist|Sign ou

My Links | Select One: ~| Search

Welcome ESS User

Mew Window | Help | Customize Page | 15,

Add Direct Deposit

Kate Spade

*Account Type: | ﬂ
“Deposit Type: :I'

AmountiPercent:

Routing Number: l— Wiew check example
Account Number:
*Re-Enter Account Number:

Deposit Order: (example: 1 = first accourt processed)

*Reguired Field
Save

Return to Direct Depasit

Step Action

5. Click the Account Type list.

6. Click the Savings list item.

[Savings |

7. Click the Deposit Type list.

8. If you would like to have a specific amount deposited to this account, you would
select Amount.

If you would like to deposit a percentage of your paycheck to this account, you would
select Percent.

Selecting the Balance option means that any money left over after the other money in
your paycheck has been deposited will go to this account. You will also select
Balance as the Deposit Type if you are only setting up one account.

Note: In order to ensure that all the money in your paycheck is accounted for,
Edison requires the Deposit Type to be Balance for the first account that you set

up.
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Step | Action

9. Because this is the first account that Kate is entering, she will select Balance, as
required by Edison.

Click the Balance list item.

10. | Selecting *Deposit Type as "Amount" requires the Amount/Percent field to be a
dollar value.

If you select *Deposit Type as "Balance"” then the Amount/Percent field must be
blank.

If you select *Deposit Type as "Percent” then the Amount/Percent field must be a
numeric value not to exceed 99.

In this case, we will leave this field blank because we selected the *Deposit Type of
"Balance”

11. The Routing number must be a valid bank identification number; sometimes called
Transit ID.

The system will validate the Routing Number. It must be 9 digits in length.

12. | Click in the Routing Number field.

13. | Enter the desired information into the Routing Number field. Enter "123456789".

14. | Click the View check example link.

15. | Upon clicking the View Check Example link, you can see the example of a check
highlighting the Routing and Account Number.

The Routing number would be the first 9 digit number followed by a varying digit
Account number.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ESS User

Hewr Window | Help | Gustomize Page | &
Check Example

1399999999 11999 §99 999 59499
1 2

1 - Routing Number
2 - Account Number

0K Cancel

Step Action
16. Click the OK button.
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My Links | Select One: x| Search

Home |'Waorklist]Sign oull

WWelcome ESS User

Mew Window | Help | Customize Page | 15,

Add Direct Deposit

Kate Spade

*Account Type: [Savings |
*Deposit Type: Balance ¥

AmountPercent: |

Routing Number: [1z3a56788 | View check xample

Account Number:

Deposit Order: (example: 1 = first accourt processed)

*Reguired Field

Save

Return to Direct Depasit

Step Action

17. | Account Number is your Savings or Checking account number.
Note: The system cannot validate this number.
Click in the Account Number field.
I |

18. Enter the desired information into the Account Number field. Enter "09876543".

19. | *Re-Enter Account Number: is used to confirm the Account Number previously
entered.

20. Click in the *Re-Enter Account Number field.
I |

21. Enter the desired information into the *Re-Enter Account Number field.
Enter "09876543".
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Step

Action

22.

Edison allows employees to enter up to three direct deposits. The Deposit Order field
determines which deposit will be taken first, if multiple account types are selected.

In this example, Kate Spade has chosen her savings account to be the balance account.
Because the balance account is always the last account to be deposited to, you don't
have to enter a number in this field for this account. Edison will automatically assign
the deposit order.

The
Iy Links | Select One x| Search

Home|warklist|Sian oui

Benefits Welcome ESS User

Mew Window | Heln | Customize Page | &,

Add Direct Deposit
Kate Spade
*Account Type: [Savings |

*Deposit Type: lm

AmountPercent: l—

Routing Number: [tz3as6788 | view check sxample
Account Number: W
*Re-Enter Account Number: IW

Deposit Order: texample: 1 = first account processed)

* Reguired Field
Save

Return 1o Direct Deposit

Step

Action

23.

Click the Save button.

Save
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My Links [Select One: =] search Home|worklist|Sign ou
Welcome ESS User
Mew Window | Help | Customize Pags | =)

Direct Deposit

Save Confirmation

V The Save was successiul

However, due ta timing, your change may not be reflected on the next paycheck,

| 3
2] Done | [ e meemet

Step Action
24. Click the OK button.

25. | When the *Deposit Type of "Balance" is selected then the Deposit Order will default
to "999" which indicates that it will be the last transaction processed.
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My Links [Select One: =] search Home|worklist|Sign ou
Welcome ESS User
Mew Window | Help | Customize Pags | =)
Direct Deposit
Kate Spade
Direct Deposit Detail
Account Routing Number Account Number  Deposit Type AmtPct Deposit
Type Order
Savings 123456739 09876543 Balance 989 Edit Delete
Add Account Pay Staternent Print Option
& LT[ (e

Step Action

26. | Click the Add Account button to add another account for Direct Deposit.

In this case, we will add a Direct Deposit entry for Kate Spade's checking account.
| Add Account ||
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Add Direct Deposit

Kate Spade

*Account Type: | ﬂ
“Deposit Type: :I'

AmountiPercent:

Routing Number: l— Wiew check example
Account Number:
*Re-Enter Account Number:

The 5t:
My Links | Select One: x| Search

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home |'Waorklist]Sign oull

WWelcome ESS User

Mew Window | Help | Customize Page | 15,

Deposit Order: — (excample: 1 = first account processed)
Save
Step Action

27. | Click the *Account Type list.

28. | Click the Checking list item.
[Checking |

29. | Click the *Deposit Type list.

30. | Click the Percent list item.

31. | Selecting *Deposit Type as "Amount" requires the Amount/Percent field to be a
dollar value.
If you select *Deposit Type as "Balance" then the Amount/Percent field must be
blank.
If you select *Deposit Type as "Percent” then the Amount/Percent field must be a
numeric value not to exceed 99.

32. | Click in the Amount/Percent field.
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Step | Action

33. | Kate would like 90% of her paycheck to go to checking. Because she has selected
savings as her balance account, the final 10% of her check will go to savings.
Enter the desired information into the Amount/Percent field.
Enter "90".

34. | Click in the Routing Number field.

35. | Enter the desired information into the Routing Number field. Enter *071000013".

36. | Click the View check example link.

iew check example)
37. | Upon clicking the View Check Example link, you can see the example of a check

highlighting the Routing and Account Number.

The Routing number would be the first 9 digit number followed by a varying digit
Account number.

Check Example

The State of
My Links | Select One ~| Search Home | Worklist|Sign oud|
WWelcome ESS User

Mew Window | Help | Customize Page | 15,

11399999999 11999 999 999 5599

0K Cancel

1 2

1 - Routing Number
2 - Account Number
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Step | Action

38. Click the OK button.

Home |'Waorklist]Sign oull

The &
My Links | Select One: x| Search

Benefits WWelcome ESS User

Mew Window | Help | Customize Page | 15,

Add Direct Deposit
Kate Spade
*Account Type: [Checking =1

“Deposit Type: Percent B
AmountiPercent: 80.00

Routing Number: [orioooois | View check xample
Account Number: l—
*Re-Enter Account Number: l—
Denosit Order: l— (example: 1 = first accourt processed)
*Required Field
Save

Return to Direct Depasit

Step Action

39. Click in the Account Number field.

40. Enter the desired information into the Account Number field. Enter "12345678".

41. | *Re-Enter Account Number: is used to confirm the Account Number previously

entered.

42. | Click in the *Re-Enter Account Number field.
l |

43. | Enter the desired information into the *Re-Enter Account Number field. Enter
"12345678".

44, | Click in the Deposit Order field.
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Step | Action
45. | Kate would like her checking account to be first in the deposit order.
Enter the desired information into the Deposit Order field. Enter "1".
46. | Click the Save button.

Home |Worklist]Sign oul
Benefits Welcome ESS User
Mew Window | Help | Custornize Page | 18

Direct Deposit

Save Confirmation

“ The Save was successful

Howeever, due ta tirming, your change may not be reflected on the nest paycheck,

4| »
&] Done || e meemet

Step

Action

47.

Click the OK button.

48.

You have successfully completed a savings and checking account entry for Direct
Deposit.
End of Procedure.

Paycheck - View and Print

Edison will allow employees to review their paycheck details using Self Service for current and
previous pay cycles.

The information displayed will show the details of a paycheck for a specific pay cycle.
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If you have additional questions about your paycheck, please contact the Central Payroll Call
Center at 615-741-PAID or 866-944-3873.

Procedure

In this lesson, you will learn how to view Paycheck information.

John Doe will be used in the example.

My Links | Select One ~| Search Ga! Home |Warklist|Sign out

My Page Payroll HR Benefits T8L ELM

Welcome ten_trn_ess
Personalize Content Layout

Enterprise Menu = ll My Compensation History = ] WTime & Labhor =R

[# Employee Self-Gervice

View Paycheck
eview current and prior paychecks,

I?‘ Report Time

L5 Report your time and task details for 5 day,
week, or time periad,

}";- ] Compensation History

T Review compensation history for base, variable, Q% Request Absence
and stock options, i Request an absance,

&, Direct Depasit T, Reauest Overtime
Add or update your direct deposit information. ¥ Request employee overtime requests,
[rranc T
'.-!Juﬂ] View Leave and Comp Balance
Benefits Summary (RSl | 0T wiew annual, sick and compensatory leave
" balances.

%Benefits Summary
Review a summary of current, past or future
benefit enrollments, :’l—;i'?—] Payable Time Status
§ Vicw detais of your pavable time,
&:%DE endent/Beneficiary Info
Review or update dependent and beneficiary p g
[ty Job and Personal Information = &

ersonal Information Summary
eview a summary of your personal |
infarmation,

| e meemet

Step Action

1. To begin, click on the View Paycheck link.
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Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

Welcome ten_trn_ess

4
B Payroll and
Comp
— View check

Mew Window | Help | Custormize Paas | & =

— Direct Deposit View Paycheck
— WW-4 Tax Infarmation Erinter-Friendly CGheck
— W-2 Reissus Request John Doe
3 Benefts
B Performance et Pay: §613.88
Management Company:
% EE”MEQE’ Self Service State of Tennessee PayBegin Date:  07/01/2007
 ELM Address: PayEndDate:  07/15i2007
[® Enterprize Learing
® Wy Cortent Check Date: 074312007
g ‘I;Vnol':il\‘;dm\mslratlnn View a Different Pavcheck
Fe Reporling Tools e —
@ PeopleTools General
# HCM Reporting Tools Name: John Doe Business Unit: M
[# ELM Reporting Tools
|- Enterprise Learning PT8.4x Employee ID: Pay Group: Semi Monthly 7 Day Sunday-Satu
- Hurnan Resources PT8.4x
- FacilityhAx Address: 555 W Broadway, Mashille, Department: 3170300003 - Enterprise Policy
- Fleelfocus TN 37201 Location: Davidson County
— Change My Password
- iy Personalizations «Joh Title:
— My System Profile
Pay Rate: §1,267.00 manthry
Fed Marital Status: Single TH Marital Status: Mot applicable
Fed Allowances: 2 TN Allowances: 0
Fed Addl Percent:  0.000 TN Addl Percent: 0.000
Fed Addl Amount:  §0.00 TN Addl Amount: $0.00
[Paycheck Summary =
2] Done | [ e meemet

Step Action

2. Click the Collapse button to enlarge the screen.

3. The View Paycheck page displays the general, tax data, and paycheck summary
information.

Note: The system will automatically display the most recent paycheck.

4. This section displays the Net Pay amount for this paycheck, Pay Period and Check
Date dates.

Click on the Printer-Friendly Check link to print the paycheck information.

Clicking on the View a Different Paycheck link will allow the employee to view a
paycheck from a prior pay period.

Note: This will only display information for paychecks processed in Edison.

7. The General Section displays the details of Employee Name, Employee ID (also
known as Person ID), Address, Business Unit, Pay Group, Department, Location,
Job Title and Pay Rate.

This information is taken from Personal Data and from Job Data information in the
Edison HR System.
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Step

Action

8.

The Tax Data section displays the employee's marital status for both federal and state
income tax purposes.

It also displays the number of Federal Allowances (exemptions) and State
Allowances (exemptions) to be used to calculate the paycheck.

If additional amounts are being withheld for federal and/or state taxes, they are also
displayed in this section.

Click the Scroll bar to see the rest of the information.

10.

The Paycheck Summary section provides the details of both
the Current paycheck and the respective YTD totals (Year-to-Date Amounts).

The Current and YTD (Year-to-Date) rows in the Paycheck Summary
section display the details of Gross Earnings, Fed Taxable Gross, Total Taxes,
Total Deductions and Net Pay.

11.

The Earnings section displays the different types of Earnings (Regular, Overtime,
Longevity), number of Hours (optional), Rate (optional) and the respective dollar
Amount for the Current pay period and the YTD Amount.

12.

The Taxes section displays the different types of taxes withheld and the respective
dollar Amount and Year-to-Date Amount.

13.

The Before-Tax section lists any deductions that are taken before the income tax is
calculated.

This section displays various types of Tax deductions and the corresponding Amount
and Year-to-date Amount. Examples of Before Tax Deductions are 401K
Deductions and FSA Deductions.

The After Tax Deductions section lists all the voluntary deductions for the employee
for this pay period. This section displays the different types of After Tax Deductions
and the corresponding Amount and Year-to-date Amount. Examples of After Tax
Deductions are Term Life deductions, LTC deductions, United Way and Special
Olympics for this pay period.

14.

The Employer Paid Benefits section provides a list of all the benefits paid by the
employer for the employee. For example, Employer Paid Benefits may include
medical and retirement.

Employer Paid Benefits displays the Types of Employer Paid Benefits and the
corresponding Amount and Year-to-Date Amount.
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Step Action
15. | The Net Pay Distribution section provides information about the distribution of the
paycheck.

The Net Pay Distribution displays Payment Type (Direct Deposit/ Advice),
Paycheck Number (System generated number assigned to this paycheck), Account
Type (Savings or Checking), Account Number (Employee's bank account number
that received the deposit) and Amount (Dollar value that was deposited for this
check).

If an employee has multiple direct deposits, the information for each account will be
shown here.

16. | If you have questions about your paycheck, call the Central Payroll Call Center at
615-741-PAID or 866-944-3873.

17. | You have successfully viewed your Paycheck information.
End of Procedure.

W-2 - Request a Re-issue

Edison will allow employees to ask for the re-issuance of their W-2 form using Self Service.
Edison will look up an employee social security number based upon their Person Id and Name. It
will display the kinds of addresses available in the system such as Home/mailing/work location
for that respective employee. Once the kind of address is identified, the system will pull the
specific information needed from the employee's personal data information.

Employees can have the W-2 form mailed to their home address or work location or mailing
address.

Procedure
In this lesson, you will learn how to request a re-issue of your W-2 form using Self Service.

Kate Spade will be used as an example in this lesson.
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My Links | Select One ~| Search

Payroll HR Benefits i welcome ESS User

Home|Worklist|Sign out

Personalize Content Layout

Enterprise Menu =] |l My Compensation History SR me & Labhor E3)
# Employee Self-Service

View Paycheck Report Time
Fiontion @ el prier Poyeinec, A e s i o ol Gl (e 2
week, or time period,

Compensation History -
Review compensation history for base, variable, Q% Reguest Absence
and stock options, ¥ Request an shsence,
@, Direct Denosit ¥, Request Overtime
=" add or updste your direct deposit information. ¥ pequest employes overtime requests,

View Leave and Comp Balance
View annual, sick and compensatory leave
balancas,

Benefits Summary [x] WFy jj

{"% Benefits Summary

Review a summary of current, past or future
benefit enrallments,

J‘ﬁi] Payable Time Status
AT wiew details of your payable time,

"%A;DE endent/Beneficiary Info
B Review or update dependent and beneficiary
information.

Job and Personal Information [ER=EE

Personal Information Summary
Review & surnmary of your personal .
nfarmation,

& ' L[ (e

Step Action

1. Begin by clicking the Employee Self Service link.
[ Employee Sel-Service|
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[ Time Reporting

B Pergonal Information

& Payroll and
Compensation

# penefis

B Performance
Managerment

[# Manager Self Service

[ HCM

[ My Content

[ Portal Administration

3 worklist

[ Reporting Tools

¥ PeopleTools

[# HCM Reporting Tools

[# ELM Reporting Tools

- Enterprise Leaming PT8.4x

- Human Resources PT8.4x

Benefits

Employee Self-Service

Time Reporting
Report and review your time, schedules,
recuest absences and more
Report Time
Wigw Time
ElUser Preferences

Benefits
Review health, insurance, savings, pensian ar
other benefits information. Reviews and update
dependent and beneficiary personal
informetion

Benefits Information

|~ FacilitymAx
- FlestFocus

- Change My Password

Dependents and Beneficiaries
Benefits Summary.
S More...

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Personal Information

Review and updale personal information.
ElPetsonal Information Sumimary

Hoime and Maiing Address

Phone humbers

6 Mars.

Performance Management
AGCESS YOUr pertarmance and development
documents, and svalustions you have done
for cthers

My Performance Documents

Gol Home|Worklist|Sign out]

Welcome ESS User

Self Service transactions include: browsing and searching the catalog, enroling and viswing your learming transcrigt.

Payroll and Compensation

Review your pay and compensation history.
Update your direct deposit and other
deduction or contribution information

11 More...

- hty Personalizations
- My Systern Profile

| Irkernet

Action

2. Click the Payroll and Compensation link.

oll and Compens

3. Click the W-2 Reissue Request link.
]'.'='.'-2 Reissue Regueg
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= Payroll and
Compensation
— Vigw Paycheck
— Direct Depaosit
— -4 TayInformation
— 5%

B penefis

B Performance

fanagement

[# Manager Self Service
[ HCM
[ My Content
[ Portal Administration
3 worklist
[# Reporting Tools
¥ PeopleTools
[# HCM Reporting Tools
[# ELM Reporting Tools
- Enterprise Leaming PT8.4x
- Hurnan Resources PT8.4x
|~ FacilitymAx
- FlestFocus
— Chanoe My Password

Benefits

W-2 Reissue Request
Kate Spade

ome Address

1234 Sunnywale Drive
Mashville TH 37204

-2 Reissue Request

W2 Request for year:

Select where you want your W-2 delivered:

Submit

- hty Personalizations
— My Systern Profile

Return to Pavroll and Compensation

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Gol Home|Worklist|Sign out]

Welcome ESS User

Social Security # 999-99-9998

a0
[ [~ |

| Irkernet

Step

Action

Click the Collapse button.

Edison will default W2 Request for year to the previous year.

For example, if the current year is 2007, W2 Request for year will default as 2006.
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Home|Worklist|Sign out]

Welcome ESS User

Hew Window | Help | Custornize Pags | 5,

W-2 Reissue Request

Kate Spade Social Security #:  999-39-9399

Home Address

1234 Sunnywale Drive
Mashville TM 37204

W-2 Reissue Reguest

W2 Request for year: 2006
Select where you want your W-2 delivered: | j
Subrmit
Eeturn to Payroll and Compensation

€] 0one I I

| Irkernet

Step Action

6. Click the Select where you want your W-2 delivered drop down list.

7. Kate Spade can get her W-2 delivered to one of the following addresses:

-Home Address
-Mailing Address
-Work Location

In this case, we are requesting the W-2 form to be delivered to her Home address.

Note: Confirm the addresses are correct by accessing the Personal Information link
in Self-Service.

8. Click the Home Address list item.

9. Click the Submit button.
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The 5is
My Links | Select One: ~| Search

Home|¥orklist| Sign out]
Welcome ESS User
Hew Window | Help | Custornize Pags | 5,
Submit Confirmation
“ The Submitwas successful
Rl i
2] Done | [ e meemet
Step Action

10. Click the OK button.

11. | You have successfully completed a request to re-issue a W-2 form.
End of Procedure.

W-4 Tax Information - View and Update

Employees can review and update their W-4 tax withholding information using Self Service. This
will make it easier to keep the tax information up-to-date.

Procedure

Kate Spade will review and update her W-4 Tax information.
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Home|Worklist|Sign out

Payroll HR Benefits i welcome ESS User

Personalize Content Layout

Enterprise Menu =] |l My Compensation History = X @ Time & Labor
# Employee Self-Service

View Paycheck
sview current and prior paychecks,

Report Time
A e s i o ol Gl (e 2
weak, o tims period,

7 compensation History -
' Review compensation history for base, variable, Q% Reguest Absence
and stock options, ¥ Request an shsence,
@, Direct Denosit ¥, Request Overtime
=" add or updste your direct deposit information. ¥ pequest employes overtime requests,

| view Leave and Comp Balance
Benefits Summary (38 | YUY view annual, sick and compensatory leave

5 balances.
Benefits Summary
Review a summary of current, past or future
benefit enrallments,

‘3] Payable Time Status
0 View details of your payable time.
33 Dependent/Beneficiary Info

i
8 PReview or update dependent and beneficiary - =
i ool Job and Personal Information [ER=EE

ersonal Information Summary
swiew a surmary of your personal .
infarmation,

& ' L[ (e

Step Action

1. Click the Employee Self Service link.

[Emploves Sel-Service |
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[ Time Reporting
B Pergonal Information
& Payroll and
Compensation
# penefis
B Performance
Managerment
[# Manager Self Service
[ HCM
[ My Content

Employee Self-Service

Time Reporting
Report and review your time, schedules,
recuest absences and more
Report Time
i Tims
=lUser Preferences

My Links | Select One: ~| Search

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Personal Information
Revigw and update personal information.
ElPetsonal Information Sumimary
Horme and Maiing &ddress
ElPhone Numbers
i More.

Welcome ESS User

Self Service transactions include: browsing and searching the catalog, enroling and viswing your learming transcrigt.

Payroll and Compensation

Review your pay and compensation history.
Update your direct deposit and other
deduction or contribution information
[Elview Paycheck

iey Payslips

[ Portal Administration W@
3 worklist —

(¥ Reporting Taols Benefits Performance Management

[# PeopleTools Review heatth, insurance, savings, pension or ASGESS YOUr performance and development

[# HCM Reporting Tools other benefits information. Revievy and updste documents, and evalustions you have done

[# ELM Reporting Tools dependent and beneficiary personal for athers.

|- Enterprise Learning PT8.4x informetion Iy Performance Documents

- Human Resources PT8.4x Benefits Information

- FacilityhAx iDependsrts and Beneficiariss

- FleetFocus =lBenefits Summary

- Chanoe My Password 2 More...

|- My Personalizations

- My Systern Profile

&1 [ [ | e temet

Step Action

2. Click the Payroll and Compensation link.

Payr oll and Compensation

3. Click the W-4 Tax Information link.

V-4 Tax Informatio
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My Links | Select One: >| Search Gol Home|Worklist|Sign out]

Benefits Welcome ESS User

= Payroll and
Compensation
— Yiew Paycheck _
- Dirzct Deposit W-4 Tax Information

Wi alos e R St Kate Spade Social Security # 993-09-9999
— W-2 Reissus Request

® Benefts State of Tennessee

B Perfarmance

LI it

(c] Mar’av;];gfgﬂeglfnsewice ¥ou mustcomplete Form ¥¥-4 =o the Payroll Department can calculate the correct amount of tax to
@ How withhold from your pay. Federal income tax is withheld from your wages based on marital status and
@ My Content the number of allowances claimed on this form. You may also specify that an additional dollar amount
# Portal Administration be withheld. You can file a new Form W-4 anytime your tax situation changes and you choose to have
I orklist maore, or less, tacwithheld
[ Reporting Tools " . " . .
# PeopleTaols wihether you are entitled to claim a certain number of allowances or exemption from withhaolding is
[# HCM Reporting Tools subjectto review by the IRS. Your employer may be required fo send a copy of this form to the IRS

[# ELM Reporting Tools

— Enterprise Learning P78 4x
- EacilityhlAs
- FlestFocus 1234 Sunnyvale Drive
- Chanae i Passworg Nashville TN 37204
- My Personalizations
- My Systern Profile

W4 Tax Data

Enter total number of Allowances you are claiming: 0

Enter Additional Amount, if any, you want withheld from each paycheck

Indicate Marital Status:

& single " Married

If married, but withholding at single rate, select Single status and check here. [7

Maote: If married, but leqally separated, or spouse is a nonresident alien,

select'Single’ status.

If your last name diiffers from that shown on your social security card, check here. [

‘You must call 1-B00-772-1213 for a new card.
Claim Exemption

& LT[ (e

Step Action

4. Click the Collapse button.

5. Allowances are often thought of as the number of dependents you carry on your
income tax. Sometimes, it is also referred to as the number of exemptions on your
income tax.

For example, if you are married and have one child then the number of allowances
claimed would be 3.

NOTE: The Federal Income Tax Law provides that a dependent can be claimed only
on one person's income tax as an exemption.
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Home|Worklist|Sign out]

Welcome ESS User

New Window | Help | Custornize Pace | 5 =]

W-4 Tax Information

Kate Spade Social Security # 995-99-8999
State of Tennessee

You must complete Form W-4 so the Payroll Department can calculate the correct amaount of tax ta
withhold from your pay. Federal income tax is withheld from your wages based on marital status and
the number of allowances claimed on this form. You may also specify that an additional dollar amount
be withheld. You canfile a new Form¥W-4 anytime your tax situstion changes and you choose to have
rmore, of 855, tax withheld

Whetheryou are entitled to claim a certain number of allowances ar exemption from withhalding is
subjectto review by the IRS. Your employer may be required to send a copy of this form to the IRS.

Home Address

1234 Sunnyvale Drive
Masghville TN 37204

W-4 Tax Data

Enter total number of Allowances you are claiming: 0
Enter Additional Amount, if any, you want withheld from each paycheck
Indicate Marital Status:
@ singe  © Marris
I married, but withholding at single rate, select Single status and check here. [T
Mote: If married, but legally separated, or spouse is a nonresident alien,
select 'Single’ status.
If your last name differs from that shown on your social security card, check here. [~
You must call 1-800-772-1213 for a new card.
Claim Exemption j
2] Done | [ e meemet

Step Action

6. Enter the desired information into the Enter total number of Allowances you are
claiming field. Enter "2".

7. This optional field is for employees who choose to withhold any additional amount
over the regular taxes paid.

Note: If at the end of the year, the total income puts you in a higher tax bracket than
expected, you will have to pay additional Federal income tax. By entering an
additional amount in this field, the system will withhold the specified amount from
every paycheck and report it to the IRS.

This allows employees to pay less income taxes at the end of the tax year.

8. Edison defaults the Marital Status from the Personal Data information of the
employee.

If you need to change the Marital status, it will allow you to select that option.

9. This field is optional.

Check this field if you want your taxes to be withheld from the single tax table(Higher
Tax rate).

10. Click the scrollbar.
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Step | Action

11. | This field is optional.

You can skip this step if your last name shown above on this page is the same as your
last name on your social security card.

Otherwise, check the box and call 1-800-772-1213 for a new social security card with
the correct name on it.

12. | Edison will default this year to the current year.

13. | Check the box if both the criteria listed on the left are satisfied. This will prevent any
taxes being deducted from your paycheck.

14. | Review the declaration. By clicking the submit button, you are declaring the
information to be accurate. The submit button is similar to an electronic signature.

Click the Submit button.

Th
My Links | Select One: ~| Search

Home|Warklist| Sign out]
Welcome ESS User
Mew Windaw | Help | &,
Verify Identity
Tno protect your privacy, verify your identity by typing your password. Ifyou are notthis user, click Sign Out.
User ID: kate1001000
Password: |
Continue Cancel
&1 Done | e meemet
Step Action

15. | To protect your privacy, verify your identity by typing your Edison password.

Enter, "Edison#2".
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Step | Action

16. Click the Continue button.

Home|Worklist|Sign out]
Benefits Welcome ESS User
Hew Window | Help | Custornize Pags | 5,
Submit Confirmation
“ The Submitwas successful
However, due to timing, your change may not be reflected on the next paycheck,
Rl i
2] Done | [ e meemet

Step Action

17. Click the OK button.
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My Links | Select One: >| Search Gol Home|Worklist|Sign out]

Welcome ESS User

New Window | Help | Custornize Pace | 5 =]

W-4 Tax Information

Kate Spade Social Security #  993-99-3399
State of Tennessee

Home Address

1234 Sunnyvale Drive
Masghville TN 37204

W-4 Tax Data

Enter total number of Allowances you are claiming: 2

Enter Additional Amount, if any, you want withheld from each paycheck

Indicate Marital Status:

@ Single " Marrisd

I married, but withholding at single rate, select Single status and check here. [T

Mote: If married, but legally separated, or spouse is a nonresident alien,

select 'Single’ status.
If your last name differs from that shown on your social security card, check here. [~

You must call 1-800-772-1213 for a new card.
Claim Exemption

I claim exemption from withholding for lﬁ and | certify that | meet

BOTH of the following conditions for exemption:

== Lastyear | had arightto a refund of ALL Federal income tax withheld
because | had NO tax liability, AND

== Thiz year | expect a refund of ALL Federal income tax withheld ﬂ

e auine | amnnette e WO b linbhilib

2] Done | [ e meemet

Step Action

18. | If you have questions regarding your W-4 Tax information you recently updated,
contact the Central Payroll Call Center at 615-741-PAID or 866-944-3873.
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My Links | Select One: >| Search Gol Home|Worklist|Sign out]

Welcome ESS User

New Window | Help | Custornize Pace | 5 =]

W-4 Tax Information
Kate Spade Social Security #  993-39-3399
State of Tennessee

Home Address

1234 Sunnyvale Drive
Masghville TN 37204

W-4 Tax Data

Enter total number of Allowances you are claiming: 2

Enter Additional Amount, if any, you want withheld from each paycheck

Indicate Marital Status:

@ Single " Marrisd

I married, but withholding at single rate, select Single status and check here. [T

Mote: If married, but legally separated, or spouse is a nonresident alien,

select 'Single’ status.
If your last name differs from that shown on your social security card, check here. [~ |
You must call 1-800-772-1213 for a new card.

Claim Exemption

I claim exemption from withholding for |2002  and | certify that | meet
BOTH of the following conditions for exemption:

== Lastyear | had arightto a refund of ALL Federal income tax withheld

because | had NO tax liability, AND

== Thiz year | expect a refund of ALL Federal income tax withheld J
| Irkernet

e auine | amnnette e WO b linbhilib

8] Done

Step Action

19. | You have successfully reviewed and updated the W-4 tax information.
End of Procedure.
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My Timesheet

Understanding the Timesheet

The Timesheet is used by employees to review, enter and update their time. When an employee
is hired, they are assigned to a schedule in the Edison system. Schedules may vary by employee
depending on their job requirements. For example, an employee is hired and assigned a work
schedule of Monday thru Friday, 8:00 - 4:30.

The schedule assigned to an employee will determine the work hours that will automatically
populate on their timesheet. For example, the timesheet for an employee who works Monday -
Friday from 8:00 AM to 4:30 PM would automatically populate scheduled hours as follows:

Monday 7.5 hours, Tuesday 7.5 hours, Wednesday 7.5 hours, Thursday 7.5 hours, and Friday 7.5
hours.

At a minimum, employees are required to review the hours pre-populated on their timesheet to
ensure accuracy and assign the appropriate time reporting code for those hours. Employees are
also required to update their time when changes are needed, including: sick leave, annual leave,
holiday, etc. You will learn more about each procedure as you continue through this course.

All time is submitted for supervisor/manager approval before being processed through payroll.

Procedure

This lesson provides an explanation of the fields located on the timesheet. The intent is to
familiarize you with the fields, and provide more details about how each field will be used in later
scripts.

Step | Action

1. My Page is the first page you will see after logging into Edison. From this page, you
will navigate to the different areas within Edison depending on your job duties and
system-assigned security.
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Payroll
Personalize Content Layout

Enterprise Menu
¥ Self Service
(¥ Manager Self Senvice

[ Enterprise Learning

[E My Content

[® content Management

[ Investor Portal

E Internal Contrals Enforcer
E Paral Administration

B iorklist

[ Application Diagnostics
#] Reparting Tools

¥l PeopleTools

[ HCM Reporting Tools

[ ELM Reporting Tools

— Applicant Services

— Enterprise Leaming PT8.4x
— Human Resources PT8.4x
|~ Facilityax

|- FleetFacus

— DemoSite Horme

- Watkspaces

— My Account Sign On

— Change by Password

- Wy Personalizations

— My System Profile

My Links | Select One ~| Bearch

Edison News Alerts =]

Mo articles currently available

wiewy Al Articles and Sections

My Compen:

B

n History

iew Paycheck
Review current and prior paychecks.

ﬂ Compensation History
LIF Review compensation history for base, variable,
and stock options,

!

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

Benefits Summary

| 5

L‘%&Beneflts Summary
Review a summary of current, past or future
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b e o upi demmen: e ey
infarmation,

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home|Worklist|Sign out

Welcome ten_ess

My Reports
Ho Reports To Display

Beport Manager

Report Time
A et yen o ] fal dlztitlls o @ oy
week, or time period,

E, Request Overtime
: Request employes overtime requests,

-'jj] Leave BalancesiService Credit
[ Leave Balances/Longevity & Service credit/Sick
Leave Bank Information

i

] Payable Time Summary
Y view a summary of your payable time.

Job and Personal Information

Personal Information Summary
Review a summary of your personal
information.

Step

Action

2. Click the Report Time link.
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Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

welcome ten_ess

Mew Window | Help | Custormize Paas | & =

— Overtime Requests Timesheet
— Web Clock
— Absence Reguest MNevada Ford EmpliD: 00100277
B view Time
— User P Job Title: EmplRed Nbr - 0
B Personal Information
& Payroll and @ Click for Instructions
Compensation
& Benefts ViewBy: [Week =] pater [irin1eznot 5 (2 Reesn == Previous Week Mesd Week ==
& Parfumance Populate Time From: Schedule Informatian
Managerment
[ Manager Self Service Reported Hours: 0.0 Hours Scheduled Hours:  37.5 Hours
[ HCm
[ My Content - -
[® Portal Administration From Sunday 11 7 to Saturday 11/17/2007
[ worklist { Timesheet

[® Reporting Tools
® FeopleTonls
[ HCM Reporting Tools

[ ELM Reporting Tools |?.5 75 |75 |78 75 AAAA - Scheduled Hours FASYTSTDEF FADOODOO11
- Enterprise Learning PT8.4x
- Hurnan Resources PTa.4x | [s [z s Fs [ | | FASYTSTDEF  [FADDODODTT

I~ EacilityAx
- EleetFocus Save for Later | Submit |
— Chanoe v Password
- My Personalizations

— My System Profile i)

Sun  Mon Tue Wed Thu Fri Sat Unit of

1111 1112 1113 11114 1115 1116 11417 Total Time Reporting Code Measure Taskgroup Task Profile ID}

Reported Time Status - clickio hide

Date Status Total TimeReporting Code ~ Scr! - Comments
0.000000 0.00
(i} Reported Hours Summary - click to view
i Leave Balances/Longevity & Service Credits/Sick Leave Bank
GoTo:  Self Service -
< I [
&1 Done | [ e meemet

Step Action

3. To provide more room on the page, click the Collapse button.

4. The top of the page displays the Employee's Name, EmplID, Job Title, and Empl
Rcd Nbr.

5. The View By selection allows the employee to view time according to different time
options. The option currently displayed is “Week.” Notice how one week of time is
displayed on the page.

6. Click the View By list to view other available options.

7. The View By list contains three options: Day, Time Period and Week. It is
recommended that employees using Edison enter their time on a weekly basis,
therefore the view by Week option will be used in this lesson.

Note: The option “Week” will be assumed by the Edison system.

8. Click the Week list item.

9. The date displayed is the first day of the employee's work week.

10. | If the date is changed, use the Refresh button to update the page.

11. To view additional weeks, use the Previous Week and Next Week links to navigate
to the respective timesheets.
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12. | Notice the dates in the title bar of the timesheet indicate the beginning and ending
dates of the week displayed on the timesheet.

13. | The first row on the timesheet is the scheduled hours row denoted with the AAAA-
Scheduled Hours TRC.

You are able to change the hours for the corresponding days, but you cannot change
the TRC, Taskgroup, or Task Profile ID. The default Taskgroup and Task Profile
ID will automatically appear on the scheduled hours row.

14. | If you are a regular full-time employee, the system will require that the scheduled
hours row equal your standard hours (i.e. 37.5 or 40.0).

15. | Notice how the assigned schedule automatically populated on the second row when
the timesheet was opened. This is where an employee would change any incorrect
hours, add any additional hours if worked, or update hours for leave. These items will
be discussed in greater detail as you continue through this course.

16. | The gray shaded area indicates the day is recognized as a State holiday, in this case,
Veteran's Day. Please refer to the "Holiday Reporting" lesson for more details.

17. | The next item on the timesheet is the Time Reporting Code (TRC). TRCs assign an
employee’s time to a specific type of time (worked or non-worked), including: regular
time worked, sick leave, annual leave, etc.

18. | View the Time Reporting Codes (TRC) for Regular and Annual Leave Time.

19. | Toselecta TRC, simply click the Time Reporting Code list.

20. | Use the scrollbar to find the appropriate TRC, or search for the appropriate TRC by
entering the first letter of the TRC.

In this example, the TRC “REGS1-Shift1-Reg Hrs Worked” will be used, therefore
you enter the letter “r” into the Time Reporting Code field.

21. | Click the REGSL1 - Shift 1-Reg Hrs Worked list item.
| 2

22. | Each employee is assigned to a single Taskgroup. Taskgroup values automatically
populate on the employee's timesheet.

Note: Taskgroup values can only be changed by an agency's HR Office.
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23.

The Task Profile ID field is used by agencies allocating labor distribution costs to
grants, projects, etc. A special search page has been designed to assist agencies in
searching for the correct Task Profile ID. This page is accessed by clicking on the
search page icon next to the Task Profile ID field.

Note: Agencies who are not using labor distribution will use the automatically
populated values.

Selecting the appropriate Task Profile 1D on the timesheet is very important. There
are many Task Profile IDs available for employees to select from; therefore it is
important that each employee is careful when selecting the appropriate Task Profile
ID.

Task Profile 1D definitions are discussed in the lesson “Projects/Grants Labor
Distribution Fields.”

24.

Click the scrollbar.

25.

The Rule Element 1 field is used to determine how overtime compensation will be
paid. This field is used on a limited basis and only in specific situations by some
agencies to determine if overtime will be compensated by paying cash or by
generating comp time.

Refer to the "Changing Overtime Compensation Methods™ lesson for more details on
Rule Elements.

26.

Click the scrollbar.

217.

The Save for Later button allows the user to save reported time without submitting it
to their supervisor for approval. The saved data will remain in a holding status until it
is submitted by the employee. For example, when an employee submits their time on a
weekly basis, they can enter their time each day on the timesheet and click the Save
for Later button. This will cause the system to save their information, but not submit
it for processing and approval. At the end of the week and the end of the pay period,
the employee must submit the timesheet for processing and supervisor approval by
selecting the Submit button.

The Save for Later button will prompt the user to select whether or not they would
like to check for errors on the timesheet. Note: Not all errors are detected using this
process.

28.

Click the Save for Later button.

Save for Later

29.

If you would like to check for online errors, select Yes. Online errors refer to rules
that are applied immediately to the time you entered. Only a few rules will be applied
at this time, but all rules will be applied when the timesheet is submitted and Time
Administration runs.
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Home|Worklist| Sign ou

Welcome ten_ess

New Window | Help | 15,

Yes Mo
Eloone [ @i

Step Action

30. Click the Yes button.
Yes

31. Click the OK button.

32. | Notice the Reported Time Status is Saved.
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My Links | Select One: ~| Search

Home|Worklist| Sign ou

Benefits Welcome ten_ess

Mew Window | Help | Custormize Paas | & =

Timesheet

Mevada Ford EmpliD: 00100277

Joh Title Empl Red Nbr: - [

@ Ciick for Instnuctinns

view By, |Week =] pate: [1171172007 [H (2 Fetresh == Previous Week MextWeek ==

Populate Time From: Schedule Information
Reported Hours: 30,0 Hours Scheduled Hours: 37 .5 Hours

From Sunday 11/11/2007 to Saturday 11/17:2007
Timesheet

Sun  Mon Tue Wed Thu Fri Sat Unit of
1M1 11412 1143 1114 11115 1116 1117 Total Time Reporting Code Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen
oo |7.5 7.5 7.4 7.4 7.5 0.0 37.5 AARA- Scheduled Hours FASYTSTDEF Faooooooi1 5
| 75 [rs [rs [rs 30.0 [REGS1 - Ghift 1-Reg Hrs ¥aork FASYTSTDEF  [Faoooooort 53 | a
Sawe for Later | Submit |

€ Reported Time Status - click to hide

Date Status Total Time ingCode  SChed g
11/13/2007 Saved 7.5 RECST 750
1111412007 Saved 75 REGST 7500
1141512007 Saved 7.5 REGS1 750
111162007 Saved 75 RECST 75000 |
4 | [
[T [ irtemet
Step Action

33.

When time entry has been completed for the week and/or pay period, click the Submit
button.

34.

Occasionally the system will issue a warning message. These messages are designed
to assist the employee by avoiding possible errors on their timesheet. In this example,
the system recognizes November 12, 2007 as a holiday (Veteran's Day).

Please refer to the "Holiday Reporting" lesson for more details, so for now, we are
going to click the OK button to continue submitting the timesheet.
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My Links |Select Ong ~| Search Gol! Home|Waorklist| Sign ou

Welcome ten_ess

New Window | Help | 15,

Warning - 2007-11-12 is scheduled as a holiday (13504,3003)

Reported Date is scheduled as a Holiday, Press OK to Save the Reported Time and return to Timesheet page. Press cancel to return to Timesheet page to save or change your
Reported Time:.

OK Cancel

2] Done | [ e meemet

Step Action

35. Click the OK button.
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The State o
My Links | Select One: ~| Search

Home|Waorklist| Sign ou
Welcome ten_ess
Mew Window | Help | Customize Pags | =)

Timesheet

Submit Confirmation

V The Submitwas successful

Reported Time for the YWeek of 2007-11-11 to 2007-11-17 is submitted
| 3
2] Done | [ e meemet
Step Action
36. | Click the OK button.
Ok

37. | Now the Reported Time Status is Submitted.

38. | This is the standard timesheet that will be used by most State of Tennessee employees.
Fields appearing on the timesheet may vary according to agency requirements.

End of Procedure.

Reporting Your Time - Basics

As an employee, you will have the ability to enter your time in Edison using Employee Self
Service. Based on your agency's decision, you may not be using this functionality.

This lesson will show you the basic steps needed to understand submitting a typical timesheet
within Edison. Submitting your timesheet can be a very simple process depending on your
specific time reporting needs. First we'll take a look at the basics, then we will cover more
complex timekeeping situations in later lessons.

Procedure
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We will begin this lesson by navigating to the timesheet. This example illustrates an employee's

time worked. This employee worked 7.5 hours a day, Monday through Friday for the week of
August 13th through August 17th.

My Links | Select One ~| Search Gal Home | Warklist|Sign out

My Page Payroll HR Benefits T8L ELM
Personalize Content Layout

Welcome ten_ess

Enterprise Menu [ = [l Edison News Alerts = WMy Reports 2]
B Self Service

¥ Manager Self Senice Mo articles currently available

F HCM Wiew 2l Articles and Sections

I ELM

¥ Enterprise Learning
[ My Content

[# Content Management %
| Investor Portal

| Internal Contrals Enforcer
E Portal Administration

mpensation History

ew Paycheck
Review current and prior paychecks. Report Manager

B worklist -l compensation History
E Application Diagnastics 1T Review compensation history for base, variable, | romm
® Reporting Tools and stock options,
E PeopleTools ]
[ HCM Reporting Tools . Pp—— Time & Labor EIEEE
¥l ELM Reporting Tools = Update Dependent/Beneficiary 3
L Update personal profile of employee dependents | | 55 D
Al |,Eamp59m%% pdate p | profile of employee depend Report Time
Applicant Services =0
e oitine oA PT84 and beneficiaries. Repir‘t our tme and tock dstals for = day,
Enterprise Learning PT8.4x week, or time period,
— Human Resources PTE 4x P
| Al %, Direct Deposit . -
e —— =" add or update your direct deposit information. @, Request Overtime
7EVerrL|(nS\Ie Home ¥ request employes overtims requests,
|— Workspaces

— My Account Sign On
— Change by Password

" Benefits Summary (S ¥ |Leave Balances/Service Credit
— My Persanalizations =] ‘3] Leave Balances/Longevity & Service credit/Sick
- My System Proiile %Benefits Summary Leave Bank Informatian
Review a summary of current, past or future

benefit enrollments,

‘3] Payable Time Summar

- . [ View a summary of your payable time.
é&gﬁ;Denem‘lent[Benefu:lar! Info

Revisw or update dependent and beneficiary
infarmation.

and Personal Information =

ersonal Information Summary
swiew & summary of your personal
farmation,

Step Action
1. Click the Report Time link.
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Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

welcome ten_ess

=l Repart Time

Mew window | Help | Custornize Page | &,
= Ti et

— Overtime Requesls

— Wb Clock Timesheet
— Absence Reguest Mevada Ford
B vigw Time ErnpliD: 00100277

— User Preferences

Job Title: Empl Red Mbr,
B personal Information s N
® Payroll and
Compensation @ ciickror Instructions
B Benefits =
B Performance viewBy: [Wesk  ¥|  Date: [08122007 B 2 Retesn) == Previgus Week Next ek =»
Managerment Populate Time From: Sehedule Infarmation
[# Manager Self Service
& HCem Reported Hours: 0.0 Hours Scheduled Hours: 375 Hours
[# My Content
& v
& wWorklist From Sunday D: 2007 to Saturday 08/18/2007

[® Reporting Tools

[ Timesheet

@ FeopleTools Sun  Mon T Unit of

g :E&ﬂ;enwmﬂ_}rﬂﬂ‘lﬁ 812 813 814 815 816 817 818 Total Time Reporting Code Measure  Taskgroup Task Profile ID
eporting Tools

- Enternrise L earning PT8.4x 75 [15 [15 [1a |1 ArAA- Scheduled Hours FASYTSTOEF  FADDOOOO11

- Hurnan Resources PT8.4x

- Facilityhlax VE 7.5 75 75 75 2 FASYTSTDEF FAD0OO00T1

- EleetFocus

- Change My Password Save for Later | Subrmit |

- My Personalizations
— My System Profile

© Reported Time Status - slickto hids

Date Status Total TimeReporting Code 5o comments
0.000000 0.00
[i] Reported Hours Summary - click to view 2]
@ Leave Balances(Longevity & Service CreditsiSick Leave Bank
GoTo:  SelfService
Time Reporting hd
4| » [

Step Action

2. To provide more space on the page, click the Collapse button.

3. Notice that for a full-time employee, the assigned scheduled hours automatically
generated on the timesheet and defaulted to the current week. Part-time employees
will not have a schedule row or hours pre-populated on the timesheet.

4. Review the time that automatically populated on the timesheet for accuracy. If you do
not have any changes to make to your timesheet (i.e. leave or overtime), leave the time
as displayed.

Next, we will assign a Time Reporting Code.

5. If time was previously submitted for a prior pay period (due to a split work week),
leave the reported time as is for the previous pay period - do not clear out the time.

6. Assign the appropriate Time Reporting Code (TRC) to the reported time. Some
employees may recognize these as hour types.

Click the Time Reporting Code drop down list.

=
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The TRC list contains many TRCs. As discussed earlier in this course, selecting the
appropriate TRC is very important. Not all TRCs are used by the employee. The
following four TRCs are the most commonly used:

TRC Description

REGSI1 -- Shift 1-Reg Hrs Worked
AL -—----- Annual Leave

SL ---—-- Sick Leave

CL ------- Compensatory Leave

Depending on your agency's Time and Labor reporting needs you may have additional
Time Reporting Codes (TRC) that you will be required to select.

Examples of other available TRC values are:

TRC Description

ADMEL --- Adm Election Leave

ADMHS -- Adm Health Services Leave
ADMIV --- Adm State Exam/Interview Leave
BER ------ Bereavement Leave

ClV ------ Civil Leave

LWOP --- Current without Pay

REGS?2 --- Shift2-Reg Hrs Worked

REGS3 --- Shift3-Reg Hrs Worked

REGTR --- Training Time Worked

If at any time you are uncertain regarding which TRC is the correct one to select,
check with your supervisor or agency Timekeeper. Selecting an incorrect TRC could
generate an error when the system processes your timesheet.

Since the employee worked all of her regularly scheduled hours, we will assign the
TRC for Regular Hours Worked (REGS1).

10.

Click the scrollbar.

11.

Click the REGSL1 - Shift 1-Reg Hrs Worked list item.

12.

Each employee is assigned to a single Taskgroup and Task Profile ID. These values
automatically default on the employee's timesheet.

13.

Click the Submit button.

[ owmn ]
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The State of
My Links | Select One: x| Search

Home |'Waorklist]Sign oull

My Page Payroll Benefits Welcome ten_ess
8]

»
Mew Wiindow | Help | Custornize Pag Saved

Timesheet
Submit Confirmation

V The Submitwas successful
Reported Time for the YWeek of 2007-08-12 to 2007-08-18 is submitted

2] Done | [ e meemet

Step Action

14. Click the OK button to return to the timesheet.

15. | Notice that the reported time is in a status of Submitted.

16. | You have successfully completed a timesheet that did not require any time changes. In
following lessons you will learn how to report holiday, overtime, and absences on
your timesheet.

End of Procedure.

Manual Rescheduling

In Edison, functionality is available to manually reschedule your workweek. A few things to keep
in mind before changing your scheduled hours:

1. The hours on the schedule row need to equal your standard hours (i.e. 37.5).

2. Manually rescheduling during a holiday week could impact holiday eligibility and
compensation. Please consult your TL Administrator prior to rescheduling during a holiday week.
3. An overtime request will still be required if time is worked in excess of rescheduled hours.

4. The schedule is only changed for the current time period and will revert back to the standard
schedule the following time period. If permanent changes need to be made, you will need to
contact the TL Administrator.

Procedure
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dison

In this lesson, we will demonstrate how to manually reschedule the workweek.

Step Action

1. In Edison, functionality is available to manually reschedule your workweek. A few

things to keep in mind before changing your scheduled hours:

1. The hours on the schedule row need to equal your standard hours (i.e. 37.5).

2. Manually rescheduling during a holiday week could impact holiday eligibility and
compensation. Please consult your TL Administrator prior to rescheduling during a
holiday week.

3. An overtime request will still be required if time is worked in excess of rescheduled
hours.

4. The schedule is only changed for the current time period and will revert back to the
standard schedule the following time period. If permanent changes need to be made,
you will need to contact the TL Administrator.

My Links | Select One: ~| Gearch

Guest

Home |Worklist|Sign out

Administration

Welcome ten_ess
Personalize Content Layout

Enterprise Menu B =
B Self Service
¥ WManager Self Senice

I HCM

I ELM

¥ Enterprise Learning

[ My Content

[# Content Management

| Investor Portal

| Internal Contrals Enforcer
E Portal Administration

B Wiorklist

E Application Diagnostics
E Reporting Tools

[ PeopleTools

[ HCM Reporting Tools

[*] ELM Reporting Tools

— Applicant Services

— Enternrise Leaming PT8.4x
— Human Resources PT8 4x
|~ FacilityMax

- FleelFocus

— DemoSite Home

— Workspaces

— My Account Sign On

— Change by Password

— My Personalizations

- My Systern Proiile

Edison News Alerts = WMy Reports 2] =
Mo articles currently available Mo Reports To Display
Wiew 21| Articles and Sections

My Compensation History BB X

ew Paycheck
wiew current and prior paychecks.

F= q A

“!Jy._ﬂ] Compensation History

44 Review compensation histary for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

%Dired Deposit
=244 or update your direct deposit information.

Benefits Summary H ®

%Beneflts Summary
Review a summary of current, past or future
benefit enrollments,

"%Denendentmeneficiar! Info
& Raview or update dependent and bsnsficiary
information,

Beport Manaier

Tasks m &
Time & Labor ER=EE

I?‘ Report Time
A i e i o ol ezl o @ g,
week, or time period,

@)%, Request Overtime
L

Requast employes overtime requests.

=

IJJ-‘I]] Leave Balances/Service Credit

T Leave Balances/Longevity & Service credit/Sick
Leave Bank Information

'7-!3')1]] Payable Time Summary
AT wiew a summary of your payable time.

J ER=EE

ob and Personal Information

ersonal Information Summary
swiew & summary of your personal
farmation,

Step

Action

Report Time

Click the Report Time link.
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The
My Links | Select One: ~| Search

Benefits 1 i Guest

Horme|Worklist| Sign ou

Administration Welcome ten_ess

MewsWindow | Help | Custorize Paae | & =

— Qvertime Requests .
~ b Clock Timesheet

— Absence Request
Absence Request Newvada Ford

& View Time EmpliD! oo1o0z7y
— User Preferences i .
B Personal Information Job Titie EmplRed Nbr:— 0
B Payroll and o
Compensation Click for Instructions
B penefis
& Parformance ViewBy: [Week =] vate: [psin1/2008][5 (@ Retiech ) =< Previous Week Mext ek ==
Management Populate Time From: Schedule Infarmation
[ Manager Self Service
# HCM Reported Hours: 0.0 Hours Scheduled Hours: 375 Hours
[# My Content " . .
% Portal Administration Reported time on or after 11/04/2007 is for a future period.
[ worklist
[# Reparting Tools From Sunday 05i11,2008 to Saturday 05/17/2008
[ PeopleTonls { Timesheet Y Ovemides \Fn

[# HCM Reporting Tools
@ ELM Reporting Tools

Sun  Mon Tue Wed Thu Fri Sat Unit of

Enterprise Learning FT8.4x 511 512 513 5M4 515 5116 517  Total Time Reporting Code Measure Taskgroup Task Profile ID
— Enterprise Learing FT8.4x
- Human Resources PTE.4x 7.5 7.5 7.4 7.4 7.4 AAAA - Soheduled Hours THEY¥TSTDEF TNSYTSTDEF

B Elﬂ‘:;;gﬁ 75 |75 |78 [f5 |74 = THEYTSTDEF TMEYTSTDEF

- Chanoe Wy Password

- My Personalizations Submit

— My Systemn Profile
i) Repotted Time Status - click to hide

Date Status Total Time ing Code :f:eu ¢
0.000000 _U oo
© Reported Hours Surnmar - click to view
| cave Balance Longesity, Setvice Credit and SLB Infarmation
GoTo:  Belf Semwice
4| »r

Step Action

3. Click the Collapse button.
[« |

4, The first row on the timesheet is the scheduled hours row denoted with the AAAA-
Scheduled Hours TRC.

You are able to change the hours for the corresponding days, but you cannot change
the TRC, Taskgroup, or Task Profile ID. The default Taskgroup and Task Profile
ID will automatically appear on the scheduled hours row.

5. The employee reschedules his time to reflect the following:

Monday - 10 hours
Tuesday - Thursday - 7.5 hours/day
Friday - 5 hours

However, we are going to "accidentally” mistype the scheduled hours on Friday and
only enter 4.0 hours to show the warning message for the online validation of the
number of scheduled hours. Remember, the number of scheduled hours needs to add
up to the standard hours per week (i.e. 37.5).
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6. Click in the Mon 5/12 field
on the scheduled hours row.

Press [Backspace] to delete the hours scheduled for the day.
Enter the desired information into the Mon 5/12 field. Enter "10".
Click in the Fri 5/16 field on the scheduled hours row.

10. | Press [Backspace] to delete the hours scheduled for the day.

11. | Enter the desired information into the Fri 5/16 field. Enter "4.0",

12. | Next, we need to modify the reported time row to reflect the changes made to the
schedule.

13. | Click in the Mon 5/12 field.

14. | Press [Backspace] to delete the hours reported for the day.

15. | Enter the desired information into the Mon 5/12 field. Enter "10".

16. | Click in the Fri 5/16 field.

17. | Press [Backspace] to delete the hours reported for the day.

18. | Enter the desired information into the Fri 5/16 field. Enter "5.0",

19. | Click the Time Reporting Code list.

I =

20. | Find the desired information from the Time Reporting Code list.
To quickly navigate to a letter of the alphabet, enter that letter. To navigate to REGS1
(Regular Hours Worked - 1st Shift), enter "r."

21. | Click the REGSL1 - Shift 1-Reg Hrs Worked list item.
K

22. | Click the Submit button.

23. | A'warning message appears indicating the modified scheduled hours row does not
equal the number of standard hours, so we need to go back to the timesheet to make
more changes.
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My Links | Select One: x| Search

Guest

Home |Waorklist]|Sign ouf

Payroll Benefits

Administration Weleome ten_ess

Mew Window | Help | Custarmize Pags | =)

neen |

Timesheet
Mevada Ford EmpliD: 00100277
Joh Title Empl Red Nbr: [

Li] Click for Instructions
view By, |Week =] Date: [081172008 [ (2 Fetresh == Previous Week MextWeek ==

Reported Hours: 375 Hours Scheduled Hours: 37 .5 Hours

Reported time on or after 11/04;2007 is for a Tutur gy
Microsoft Internet Explorer

Scheduled Haurs da not: equal defined Standard Hours of 37.5. (20000,111)

Please madify the Scheduled Hours and resubmit,

b 556 _an7
0.0 100 |75 7.5 7.5 4.0 0.0 AfAA - Scheduled Hours THNSYTSTDEF THSYTSTDEF 2]
100 |74 7.5 7.5 5.0 REGS1 - Shift 1-Req Hrs Wark THSYTSTDEF |TNSYTSTDEF = I Q
Submit

@ Reported Time Status - click ta hide

Rule Element 1

Sched
Hrs

Date Status Total Time Reporting Code Ci

0.000000 0.00

[i] Reported Hours Surnrmary - click to view

@ Leave Baance Longevity, Service Credit and SLB Information

GoTo:  SelfSenice

Time Reporting

Step Action
24. Click the OK button.
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My Links | Select One: x| Search

Guest

Home |Waorklist]|Sign ouf

Benefits

Administration Weleome ten_ess

Mew Window | Help | Custarmize Paas | 5 =

Timesheet
Mevada Ford EmpliD: 00100277
Joh Title Empl Red Nbr: [

@ Ciick for Instnuctinns

view By, |Week =] pater [os1172008 (5 (2 Fetiesn =2 Previous Week MextWieek ==
Reported Hours: 375 Hours Scheduled Hours: 37 .5 Hours

Reported time on or after 11/04,2007 is for a future period.

From Sunday 05/11/2008 to Saturday 2008
Timesheet _Overl’ides

Sun  Mon Tue Wed Thu F Sat Unit of

511 512 513 5M4 515 5 5M7  Total Time Reporting Code Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen

0.0 10.0 l? 7.5 7.5 4.0 0.0 ARAA - Scheduled Hours THSYTSTDEF THSYTSTDEF G

100 |74 7.5 7.5 5.0 REGS1 - Shift 1-Req Hrs Wark THSYTSTDEF TNSYTSTDEF 7 I Q I
Submit

@ Reported Time Status - clickto hide

Date Status Total Time Regorting Code. ~~ Sc'! - Comments
0.000000 0.00
Li] Beported Hours Sumrmary - click o view
@ Leave Bamnce, Lontevity, Service Credit and SLB Infarmation
GoTo:  EelfSerice
Time Reporting
4 [

Step Action

25. Click in the Fri 5/16 field on the scheduled hours row.

26. | Press [Backspace]
to delete the scheduled hours for the day.
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Home |Waorklist]|Sign ouf

Benefits

Guest Administration

Welcome ten_ess

Mew Window | Help | Custarmize Paas | 5 =

Timesheet
Mevada Ford EmpliD: 00100277
Joh Title Empl Red Nbr: [

@ Ciick for Instnuctinns

view By, |Week =] pater [os1172008 (5 (2 Fetiesn =2 Previous Week MextWieek ==
Reported Hours: 375 Hours Scheduled Hours: 37 .5 Hours

Reported time on or after 11/04,2007 is for a future period.

Unit of
Time Reporting Code Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen

11 !
0.0 100 |74 7 ARAA - Scheduled Hours THSYTSTDEF THSYTSTDEF G
100 [fs [rs [rs |50 REGS1 - Shift 1-Req Hrs Wark » TNSYTSTDEF  [TNSYTSTDEF R | a |
Submit

@ Reported Time Status - clickto hide

Date Status Total Time Regorting Code~ Scr2

0.000000 0.00

[i] Beported Hours Sumrmary - click o view

@ Leave Bamnce, Lontevity, Service Credit and SLB Infarmation

GoTo:  SelfSenice

Time Reporting

Step Action

27. Enter the desired information into the Fri 5/16 field. Enter "5.0".
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Home |Waorklist]|Sign ouf

Benefits Weleome ten_ess

Mew Window | Help | Custarmize Pags | =)

neen |

Timesheet
Mevada Ford EmpliD: 00100277
Joh Title Empl Red Nbr: [

@ Ciick for Instnuctinns

view By, |Week =] pater [os1172008 (5 (2 Fetiesn =2 Previous Week MextWieek ==
Reported Hours: 375 Hours Scheduled Hours: 37 .5 Hours

Reported time on or after 11/04,2007 is for a future period.

Taskgroup Task Profile ID Rule Element 1 Rule Elemen

ARAA - Scheduled Hours THSYTSTDEF THSYTSTDEF G

100 |74 7.5 7.5 5.0 REGS1 - Shift 1-Req Hrs Wark THSYTSTDEF TNSYTSTDEF 7 I Q I
Submit

@ Reported Time Status - clickto hide

Date Status Total Time Reporting Code Comments

Sched
Hrs
0.000000 0.00

[i] Beported Hours Sumrmary - click o view

@ Leave Bamnce, Lontevity, Service Credit and SLB Infarmation

GoTo:  SelfSenice

Time Reporting

Step Action
28. Click the Submit button.
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My Links | Select One: x| Search

Home | Waorklist|Sign ouf
Benefits Guest Administration Welcome ten_ess
Mew Window | Help | Customize Pags | 5}
Timesheet
Submit Confirmation
V The Submitwas successiul
Reported Time for the YWeek of 2008-05-11 to 2008-05-17 is submitted
Step Action
29. | Click the OK button.
Ok
30. | Notice, the Scheduled Hours column reflects the number of hours entered on the
scheduled hours row.
31. | You have successfully manually rescheduled a work week.

End of Procedure.

Reporting Leave on Your Timesheet

Previously, you learned how to submit a timesheet in which the employee worked their regularly
scheduled hours. In this lesson, we will demonstrate how to record annual leave on the timesheet.

For example, if an employee took a day of annual leave on a regularly scheduled workday, it

would

be necessary to delete the 7.5 scheduled hours that appear on the timesheet and enter 7.5

hours of annual leave on a separate line with the appropriate Time Reporting Code.

Procedure

In this

lesson, we will be entering leave taken on the timesheet. Even though the timesheet has

already been submitted, we can still report leave on the timesheet within the same pay period. Do
not make adjustments to prior pay periods. The steps involved are virtually the same regardless of
whether this time is being entered initially or being corrected.
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My Links | Select One: Search

Home |Worklist|Sign out

My Page Payroll HR Benefits T8L ELM
Personalize Content Layout

Welcome ten_ess

Enterprise Menu [ = [l Edison News Alerts = WMy Reports
¥ Self Service Mo arlicles currently available

¥ WManager Self Senice
F HCM Wiew 2l Articles and Sections
I ELM
¥ Enterprise Learning M
mpensation Histo
B My Content Y I '}

[# Content Management

| Investor Portal

| Internal Contrals Enforcer
E Portal Administration

ew Paycheck
Review current and prior paychecks. Report Manager

& orklist =1l Compensation History
E Application Diagnostics )Uj Review compensation histary for base, variable,
F Reporting Tools and stock options.

[ PeopleTools
E HCM Reporting Tools . Pp——
5 Update Dependent/Beneficiary

_EAEL:‘:IESHE‘QSDS,‘:%ETSWIS Update personal profile of employee dependents Report Time

ARl BerLes o 5 Report your time and task details for a day,
— Enternrise Leaming PT8.4x week, ar time periad.
— Human Resources PT8 4x
|~ FacilityMax %

ne & Labor ER=EE

| Fleetrocus Direct Deposit .
e —— =" add or update your direct deposit information. @, Request Overtime

- Demosile Home P R equest employes overtime requests,

— Workspaces

— My Account Sign On

B e Benefits Summary H ®

— My Personalizations 7

- My System Proiile Benefits Summary

Revisw a summary of current, past or future
bensfit enrollments.

‘ﬂ] Leave Balances/Service Credit
Leawe Balances/Longevity & Service credit/Sick
Leave Bank Information

45

‘ﬂ] Payable Time Summary

~ . View a summary of your payable time.
&:j%DenendentzBeneflclar! Info

Revisw or update dependent and beneficiary
infarmation.

Job and Personal Informati

n

ersonal Information Summary
swiew & summary of your personal
nfarmation.

Step Action

1. Click the Report Time link.
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

welcome ten_ess

=l Repart Time

Mew Window | Help | Custormize Paas | & =
— Timesheet

— Mass Time

— Overtime Requests Timesheet
— Weh Clock
_ Abssnce Request Nevaia Ford EmpliD: 00100277
B view Ti
e Job Tille: Empl Red Nbr: 0
B personal Information
& Payroll and @ Click for Instructions
Compensation
@ Benefits Viewy: [Week =l ate: [pEn7izo07 [ (etesn) <= Previnus Week Mext Wk ==

B Performance

Reported Hours: 375 Hours Scheduled Hours: 37 5 Hours
Managerment

[# Manager Self Service
o
[# My Content Timesheet
[# Portal Administration
E worklist Sun  Mon Tue Wed Thu Fri Sat Unit of
¥ Reporting Tools 6117 618 619 620 621 622 623 Total Time Reporting Code Measure Taskgroup Task Profile ID|
g FeopleToals oo 7.5 7.5 7.5 7.5 7.5 oo 37.5 AAAA - Scheduled Hours PSMONCATSI FADODOOOOT1
HCM Reporting Tools
[# ELM Reparting Tools 78 |75 |75 |75 7.5 37.5 |REGE1 - Regular Hours YWiark ¥ PEMONCATS] FAOOO00011
- Enterprise Learning PT8.4x
- Human Resaurces FT8.4x
- FacilityhlAx Sawe for Later | Submit |
- EleetFocus
- Chanoe My Password [ ] Renorted Time Status - clickta hide
- My Personalizations ) Sched
[ My Systsrn Profils Date Status Total Time Code ms ©
06/18/2007  Submitted 7.5 REGS1 750©
06/19/2007  Submitted 7.9 REGS1 750@
0672072007 Submitted 7.5 REGS1 750 Q
06/21/2007  Submitted 7.8 REGE1 75002 |
06/22/2007  Submitted 7.5 REGS1 7.50 Q
O Reported Hours Surnmar - click to view
€ | pave Ralancesd nnoevity & Sarice CraditeiSick | pave Aank hd
4] y[|
Step Action
2. To provide more room on the page, click the Collapse button.
3. In this example, the timesheet for this week has already been submitted. However, we

realized after submitting the timesheet that leave should have been entered. Since this
correction is in the current pay period, we simply open the timesheet back up, as we
have done now, make the corrected entries, and resubmit the time.

Contact your agency TL Administrator if changes need to be made to prior pay
periods.

4. Each row on the timesheet is associated with one Time Reporting Code (TRC), so
additional rows need to be added for each TRC.

We need to add a new row to reflect the annual leave taken on Tuesday, 6/19.

Click the scrollbar.

Click the Add a new row button.

7. In this example, the employee worked 2 regular hours and used 5.5 hours of annual
leave on Tuesday, 6/19.

8. First, we need to delete the number of regular hours worked on Tuesday.
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My Links |Select Ong ~| Search Gol! Home|Waorklist| Sign ou

Welcome ten_ess

Mew Window | Help | Custormize Paas | & =
Timesheet
MNewada Ford EmpliD: 00100277
Jub Title: EmplRed Mar: 0

@ Ciick for Instnuctinns

view By, |Week =] pater [061772007 (5 (2 Fetiesn =2 Previous Week MextWieek ==
Reported Hours: 375 Hours Scheduled Hours: 37 .5 Hours

Unit of
me Reporting Code Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen

37.5 AARA - Beheduled Hours PSMONCATS!  FADDDODOT]
37.5 [REGS1 - Regular Hours Work = PSMONCATS!  [Faoo000011 Q[ a |
[ = PaNoNCATE  [FA0000D0N Q| a

Save far Later | Submit |

@ Reported Time Status - click to hide

Date Status Total Time Reporting Code 52! comments

064182007 Gubmitied 7.5 REGS1 750

06/18/2007  Submitied 7.5 REGS1 750

06/20/2007  Submitied 7.5 REGS1 750 (0

0612142007 Gubmitied 7.5 REGS1 750 0

06/22/2007  Submitied 7.5 REGS1 750

o Eeported Hours Summary - click to view hd
4

Step Action

9. Click in the Tues 6/19 field.
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My Links |Select Ong ~| Search Gol! Home|Waorklist| Sign ou

Benefits Welcome ten_ess

Mew Window | Help | Custormize Paas | & =

Timesheet
MNewada Ford EmpliD: 00100277
Jub Title: EmplRed Mar: 0

@ Ciick for Instnuctinns

view By, |Week =] pater [061772007 (5 (2 Fetiesn =2 Previous Week MextWieek ==
Reported Hours: 375 Hours Scheduled Hours: 37 .5 Hours

Sun  Mon Tue Wed Thu Sat Unit of
617 618 619 620 6/21 6/22 623 Total Time Reporting Code Measure Taskgroup Task Profile ID

Rule Element 1 Rule Element

75 37.5 AAAA - Geheduled Haurs FSNONCATS!  FADODOOOT1
75 37.5 [REGST - Regular Hours iork T PSMONCATS!  [Faooaoaott Q[ a
= PENONCATS  [FA00000011 QL[ Q|
Save far Later | Submit |
@ Reported Time Status - click to hide
Date Status Total Time Reporting Cose ~ Sored
DM E2007  Subritted 7.5 REGS1 75000
06192007 Subrited 7.5 REGS1 7500
18/20/2007  Submitted 7.5 REGS1 75000
0/21/2007  Gubritted 7.5 REGS1 750
18/22/2007  Submitted 7.5 REGS1 TE0

o Reported Hours Surmmary - clickto view
<

[
Step Action
10. | Press [Backspace].
11. | Enter the desired information into the Tues 6/19 original row. Enter "2".
12. On the new row, click in the Tue 6/19 field.
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Welcome ten_ess

Mew Window | Help | Custarnize Pas | &,

e |

Timesheet
MNewada Ford EmpliD: 00100277
Jub Title: EmplRed Mar: 0

@ Ciick for Instnuctinns

view By, |Week =] pater [061772007 (5 (2 Fetiesn =2 Previous Week MextWieek ==
Reported Hours: 375 Hours Scheduled Hours: 37 .5 Hours

Mon  Tue Unit of
Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen

37.5 AAAA - Geheduled Hours PSMONCATSI  FADDDDOOT1
37.5 [REGS1 - Regular Hours Work = PSMONCATS!  [Faoo000011 Q[ a |
= PENONCATS  [FA00000011 QL[ Q|
Save far Later | Submit |
© Renarted Time Status - clickto hide
Date Status Total Time Reporting Code 52! comments
0BI8I2007  Submitted 7.5 REGS1 750 (2
08/19i2007  Submitted 7.5 REGS1 750020
08i20i2007  Submitted 7.5 REGS1 75002
08/21i2007  Submitted 7.5 REGS1 150 O
08/22i2007 Submitted 7.5 REGS1 75002
o Reported Hours Surmmary - clickto view hd
4] y[|

Step Action

13. Enter the desired information into the Tue 6/19 field on the new row. Enter "5.5",
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My Links |Select Ong ~| Search Gol! Home|Waorklist| Sign ou

Welcome ten_ess

Mew Window | Help | Custormize Paas | & =

Timesheet

MNewada Ford EmpliD: 00100277

Job Title: Empl Red Mo 0

@ Ciick for Instnuctinns

view By, |Week =] pater [061772007 (5 (2 Fetiesn == Previous Week MextWeek ==

Reported Hours: 375 Hours Scheduled Hours: 37 .5 Hours

Unit of
Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen

37.5 AARA - Beheduled Hours PSMONCATS!  FADDDODOT]
37.5 [REGS1 - Regular Hours Work = PSMONCATS!  [Faoo000011 Q[ a |
= PENONCATS  [FA00000011 QL[ Q|
Save far Later | Submit |
© Renarted Time Status - clickto hide
Date Status Total Tie Reporting Code 3219;1 G
06/18/2007  Submitted 7.5 REGS1 750
DB BIZ007  Supmitted 7.5 REGS1 15000
0B/20/2007  Submitied 7.5 REGS1 750 (2 N
DEI21/2007  Submitted 7.5 REGS1 75000
061222007 Submitied 7.5 REGS1 750 (2
o Eeported Hours Summary - click to view hd
4] y[|
Step Action
14. | Click the Time Reporting Code list.
15. | Click the Annual Leave list item.
e,
submit |
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My Links |Select One: | Search

Home|Waorklist| Sign ou
Welcome ten_ess
Mew Wiindow | Help | Custornize Pag Saved
Timesheet
Submit Confirmation
V The Submitwas successiul
Step Action

17. | Click the OK button.

18. | Notice AL (Annual Leave) now appears in the Reported Time Status.

19. | If you are in doubt about whether you have accrued leave, key the corresponding TRC
for the leave in which you have been approved, and let the system perform the
automatic stepdowns.

20. | You have successfully Reported Leave on Your Timesheet.

End of Procedure.

Viewing Your Payable Time Summary

The View Payable Time Summary page displays one week of an employee's payable time, and
is allocated by date then by TRC.

Procedure

In this lesson, we will view the Payable Time Summary for a week in which Regular Hours
Worked (REGS1) and Annual Leave Hours (AL) were reported.
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Personalize Content Layout

Enterprise Menu
¥ Self Service
(¥ Manager Self Senvice

[ Enterprise Learning

[E My Content

[® content Management

[ Investor Portal

E Internal Contrals Enforcer
E Paral Administration

B iorklist

[ Application Diagnostics
#] Reparting Tools

¥l PeopleTools

[ HCM Reporting Tools

[ ELM Reporting Tools

— Applicant Services

— Enterprise Leaming PT8.4x
— Human Resources PT8.4x
|~ Facilityax

|- FleetFacus

— DemoSite Horme

- Watkspaces

— My Account Sign On

— Change by Password

- Wy Personalizations

— My System Profile

My Links | Select One ~| Bearch

Edison News Alerts =]
Mo articles currently available

wiewy Al Articles and Sections

My Compensation History x|
%View Paycheck

Review current and prior paychecks.

Compensation History
Review compensation history for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

ts Summary

Benefits Summary
Review a summary of current, past or future
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b e o upi demmen: e ey
infarmation,

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home|Worklist|Sign out

Welcome ten_ess

My Reports
Ho Reports To Display

Beport Manager

Report Time
A et yen o ] fal dlztitlls o @ oy
week, or time period,

E, Request Overtime
: Request employes overtime requests,

-'jj] Leave BalancesiService Credit
Leswe Balances/Longevity & Service credit/Sick
Leave Bank Information

-'jj Payable Time Summary
[ iew a surmary of your payable time.

A

b and Personal Information =

Personal Information Summary
Review a summary of your personal
information.

Step

Action

1. Click the Payable Time Summary link.

Iiﬂa\.rahle Time 5ummarv|
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My Links | Select One: x| Search

Home|worklist|Sign ou

Benefits welcome ten_ess
ET view Time
= Time and Lahor
Launch Pad
- .
Mot Schedule Payable Time Summary
Lompensatory Time
Eiceplions Mevada Faord ErnpliD: 00100277
1=

Hew Window | Help | Custornize Pags | 5,

i Job Title EmplRed Mbr: - 0
— Payable Time Detail
— Eorecasted Time Payable Time is summarized by TRC for seven days
Surmmary
- Eorecasted Time
Delail Start Date [P9/202007 () Enapate o6/2602007 _GetRmws_|
— Absence Reguest
History
— Absence Balances
— Leave Balances
&Service credit
— User Preferences
B Personal Information ReEcst  oNMI-Re 7.500000 7500000 7.500000 22.500000
& Payroll and Hrs Worked
Compensation
B penefis
B performance
fManagement
[# Manager Self Service
[ HCm
[# My Content
[ Partal Administration GoTo:  Seff Service
(& workist Time Reporting
[® Reparting Tools
[® PeopleTools
[# HCM Reporting Tools
# ELM Reporting Toals
- Enterprise Learning PT8.4x
- Hurman Resources PT8.4x
- EacilityhA
- FleetFocus
— Chanoe Wy Password

Payable Time From 06/20/2007 To 06/26/2007

Time :
" . Wed hu Eri Sat
Eﬁs;nmu Description Type Currency 620 621 622 6123

il
=
=
=
5
=
=
s
-
=

=
I~
=
=
~
&
=
=3
=
=
=

|~ Mty Personalizations
— My System Profile q ﬂ

2] Done | [ e meemet

Step Action

2. To provide more room on the page, click the Collapse button.

3. The information displays for only one week at a time, and it is only necessary to enter
a Start Date. The End Date will automatically adjust to one week after the Start
Date.

Click the Choose a Date button.

4, Click the 17 link.

5. Click the Get Rows button.

6. Notice that the time frame changed to reflect the date you indicated.

For this time period, the employee has Regular Hours Worked (REGS1) and Annual
Leave (AL).

7. In this example, the employee is scheduled to work 37.5 hours per week. We know
that all hours have been accounted for by adding up the Total hours which sum 37.5.
The Total hours should reflect, at least, the number of scheduled hours for each week.
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Step Action

8. You have successfully viewed the Payable Time Summary.
End of Procedure.

Reported Time versus Payable Time

The time entered on the timesheet is known as Reported Time until Time Administration runs
and produces Payable Time. The Payable Time may look different than the Reported Time for
several reasons. One example is when an employee works time in excess of their regularly
scheduled hours. The timesheet (reported time) will show regular hours worked, but Time
Administration creates the payable time to reflect regular or premium overtime or compensatory
overtime, based on the employee's Fair Labor Standards Act (FLSA) eligibility.

Procedure

In this lesson, an employee is scheduled to work a 37.5 hour workweek. However, the employee
actually worked 10 hours on Monday and 10 hours on Tuesday, so we need to update the
timesheet. Once we enter the additional time, we will submit the timesheet.

Based on the eligibility rules, the system will process the reported time and determine what
should be done with the time exceeding the employee's scheduled hours. The employee is eligible
for cash overtime, so this will result in the generation of 2.5 hours of regular overtime and 2.5
hours of premium overtime.

Keep in mind that payable time may look different than reported time. If you have any questions
about payable time, please contact your Time and Labor Administrator.
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B

n History

iew Paycheck
Review current and prior paychecks.

ﬂ Compensation History
LIF Review compensation history for base, variable,
and stock options,

!

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

Benefits Summary

| 5

L‘%&Beneflts Summary
Review a summary of current, past or future
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b e o upi demmen: e ey
infarmation,
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Home|Worklist|Sign out

Welcome ten_ess

My Reports
Ho Reports To Display

Beport Manager

Report Time
A et yen o ] fal dlztitlls o @ oy
week, or time period,

E, Request Overtime
: Request employes overtime requests,

-'jj] Leave BalancesiService Credit
[ Leave Balances/Longevity & Service credit/Sick
Leave Bank Information

i

] Payable Time Summary
Y view a summary of your payable time.

Job and Personal Information

Personal Information Summary
Review a summary of your personal
information.

Step

Action

1. Click the Report Time link.
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

welcome ten_ess

=l Repart Time
— Timesheet

New Window | Help | Custornize Pace | 5 =]

— Mass Time
— Overtime Requests Timesheet
— Web Clock
— Absence Reguest Mevada Ford Empli: 00100277
B vigw Time
— User P Job Title: EmplRed Nbr - 0
B Personal Information
& Payroll and @ Click for Instructions
Compensation
& Benefits ViewBy [Wesk =] pater [iinarzoot 5 (2 Refesn == Previous Week Hex Week ==
EJ;,.T;L";Q?,? Populate Time From: Schedule Information
[# Manager Self Service Reported Hours: 0.0 Hours Scheduled Hours:  37.5 Hours
[ Hem
[# My Content
8 Porta Agministation
3 worklist { Timesheet |

[® Reporting Tools
® FeopleTonls ) py . p = "
[ HCM Repotting Tools 114 115 16 117 118 119 1110 Total Time Reporting Code Measure Taskgroup Task Profile I}

[F ELM Reporting Toals 75 |75 |75 [7a 7.5 AARA - Bcheduled Hours PSNOMCATSI  FADDDOODT1

- Enterprise Learning PT8.4x
- Buman Resources FTe.4x [ Fs s Fs s Fs [ ™= PsNONCATSI  [FADD0000TT
I~ EacilityAx
- FleelFocus Savafor Later | susmit |
— Chanoe v Password
- My Personalizations 0 Eeported Time Status - clickto hide
— My System Profile

Sun  Mon Tue Wed Thu Fri Sat Unit of

pate Status Total TimeReporting Code S comments

0.000000 0.00

[i] Reported Hours Surnmary - click to view

id Leave Balances/Longevity & Service Credits/Gick Leave Bank b
GoTo:  Self Service

Time Rennrins hd
4 | >

2] Done | [ e meemet

Step Action

2. To provide more room on the page, click the Collapse button.

3. We need to change the reported hours to reflect the time worked in excess of the
scheduled hours.

4, Click in the Mon 11/5 field.

Press [Backspace].

Enter the desired information into the Mon 11/5 field. Enter "10".

k in the Tue 11/6 field.

Press [Backspace].

Enter the desired information into the Tues 11/6 field. Enter "10",

10. | Click the Time Reporting Code list.

11. | To quickly navigate to the TRC you wish to use, enter the first letter of the TRC into
the Time Reporting Code field. Enter "r".

12. Click the scrollbar.

13. | Click the REGSL - Shift 1-Reg Hrs Worked list item.
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Step | Action

14, Click the Submit button.

et

T
My Links | Select One x| Search

Home|Worklist|Sian ou
Welcome ten_ess
Hew Window | Help | Custornize Page | /5
Timesheet
Submit Confirmation
V The Submitwas successful
Reported Time for the YWeek of 2007-11-04 to 2007-11-10is submitted
J o
&] Done || e meemet
Step Action
15. | Click the OK button.
Ok

16. | The time has been successfully submitted. This reported time will not become payable
time until the Time Administration process runs and applies the rules to the
timesheet. The Time Administration process is scheduled to run nightly.

17. | In this example, Time Administration has run, so we will now examine how the
payable time can differ from the time reported on the timesheet.

Begin by navigating to the Payable Time Summary page.
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My Links | Select One: >| Search Gol Home|worklist|Sign ou

Benefits Welcome ten_ess

New window | Help | Custornize Pace | 5 =]

Timesheet
Mewvada Ford ErnpliD: 00100277
Joh Title EmplRed Mbr: 0

© Ciick for Instructinns

View By, |Week ] pate: [11/082007 F (2 Refiesn) == Previous Week Mext Wigak ==
Populate Time From: Schedule Information

Reported Hours: 425 Hours Scheduled Hours: 37 .5 Hours

From Sunday 1

/2007 to Saturday

07

Tue

Sun  Mon Wed Thu Fri Sat Unit of
114 115 117 118 1 11110 Total Time Reporting Code Measure Taskgroup Task Profile ID

0[5 [fs [rs [is [r5 Joo 37.5 AASA- Scheduled Hours PSMONCATS!  FAQO0O0011
o [0 [5 [r5 [5 42.5[REGS - Shift 1-Reg Hrs Work 7 FSMONCATS!  [Faonoooott 7 | a |

Save for Later | Submit |

Rule Element 1 Rule Elemer]

1] Reported Time Status - click ta hide

Date Status Total Time ing Code :f:e“ ¢
11/05/2007  Submitted 10.0 REGS1 _7 EDQ
11/06/2007  Submitted 10.0 REGE1 TENCY
/0772007 Submitted 7.5 REGS1 VEIJQ
11/08/2007  Submitted 7.5 REGS1 750@
11/09/2007  Submitted 7.5 REGS1 750@
4| | LIL‘
& I
Step Action
18. | Click the My Page tab.
| My Page
19. | Click the Payable Time Summary link.
IPa\rahIe Time Summary|
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Home|worklist|Sign ou

Benefits 3 i welcome ten_sss

E view Time Hew Window | Help | Custornize Pags | 5,
— Time and Labor
Launch Pad
— Monthly Schedule H
e e Payable Time Summary
MNevada Ford ErnpliD: 0mo0277

Job Title EmplRed Mbr: - 0
— Payable Time Detail
— Forecasted Time Payable Time is summarized by TRC for seven days

Summary

— Forecasted Time
Detail Start Date [l 013172007 [ EndDate  11/0/2007 Get Rows

— Absence Reguest
Histary Payable Time From 10/31/2007 To 11/06/2007

— Absence Balances Time
— Leave Balances Renorti it Wed Thu Fri Sat Sun Mon Tue Total
25ervice credit E%Hgm" Description  Tvpe Currency o34 111 112 13 1A 115 116 Quantity

— User Preferences
Bl Personal Information REGg oNft1-Reg Hrs
& Payroll and \Worked
Compensation
& Benefits
B Perfarmance GoTo:  SelfSenice
Managerment
[® Manager Self Service Time Reporting
[ HCM Detall Pate
[ My Content
[# Portal Administration
3 worklist
[# Reporting Tools
[ PeopleTools
[# HCM Reporting Tools
[# ELM Reporting Tools
- Enterprise Leaming PT8.4x
- Hurnan Resources PTE.4x
[~ FacilitymAx
- FlestFocus
— Chanoe My Password
- hy Personalizations
- My Systern Profile q ﬂ

2] Done | [ e meemet

Hours 10.000000 10.000000  20.000000

Step Action

20. | Click the Collapse button.

21. Click the Choose a date button.

22. Click the month list.

23. Click the November list item.

24, Click the 4 link.

25. Click the Get Rows button.

26. | Notice that the time frame changed to reflect the date you indicated.

For this time period, the employee has regular time (REGS1), regular overtime
(ROT), and premium overtime (POT).

The employee worked a total of 5 hours of overtime, 2.5 hours of regular (ROT) and
2.5 hours of premium (POT). POTXS5 is listed for labor distribution purposes only.
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Action

If you receive cash overtime, an exact match of Regular Overtime (ROT) hours for
regular overtime and an exact match of Premium Overtime (POT) hours for
premium overtime will display in payable time.

For all occurrences of POT you will see a matching value of Premium Overtime
Half Rate (POTX5) which will be used to pay the half time rate.
For example: POT= 6 hours, POTX5 = 6 hours

28.

If you are only eligible to receive Regular Compensatory Overtime (RCOT), only
RCOT will appear on the Payable Time Summary, regardless of the number of
hours worked in excess of scheduled hours.

29.

If you are eligible to receive Premium Compensatory Overtime (PCOT), an exact
match of Regular Compensatory Overtime (RCOT) hours for regular overtime, and
an exact match of Premium Compensatory Overtime (PCOT) hours for premium
overtime will appear on the Payable Time Summary page.

In addition to the PCOT, you will see Premium Compensatory Overtime - Half
Rate (PCOT5). The value of PCOT?5 is half the PCOT value which represents the
half portion of premium comp time earned.

For example: PCOT=6 hours, PCOT5 = 3 hours

30.

As demonstrated, payable time may look different than reported time. It is important
that you contact your Time and Labor Administrator immediately with any questions
as opposed to re-submitting your timesheet.

31.

You have successfully reviewed Reported Time versus Payable Time.
End of Procedure.

Holiday Time Reporting

Holiday Time is automatically generated as payable time in Edison for eligible employees. This
means that hours for the holiday should NOT be reflected on your timesheet as reported time,
unless you actually work on the holiday. Therefore, when you view your timesheet, the gray field
should remain blank and you will be compensated for the holiday, if eligible.

Procedure

In this lesson, we will submit time for the week beginning November 11th, identifying the
Veteran's Day holiday on November 12th.
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My Links | Select One Search

Payroll Weleome ten_ess

Home|Worklist|Sign out

Personalize Content Layout

Enterprise Menu = WMy Reports
[#] Self Service Mo articles currently available
¥ Manager Self Service HolR=noit=ioinizn)

E HCm wieyr Al Aricles and Sections

[ Enterprise Learning

[E My Content

[® content Management

[ Investor Portal

[ Internal Controls Enforcer
E Paral Administration

B iorklist Compensation History

]
[ Application Diagnostics hjj Review compensation history for base, variable,
al Ri’::omng Taolsgl and stock options. Tasks =] [CE]

¥l PeopleTools

[ HCM Reporting Tools Time & Labor B E X

View Paycheck
Review current and prior paychecks. Report Manager

[E ELM Reporting Tools Update Dependent/Beneficiary 3
[ 4, ,,Eampsg,w%es Update personal profile of employee dependents Report Time
SORIEENLSEMEEs o] RGeS, e wen We cmdGoek fils G 0 ek
— Enterprise Leaming PT8.4x Coerals, o G periat
— Human Resources PT8.4x ’
:Eﬁ;ﬁ;‘qlpnhﬁﬁﬁ .%Direcl Deposit ;
Add or update your direct deposit information. C2%, Request Overtime

— DernoSite Home

- Watkspaces

— My Account Sign On
- Change My Password Benefits Summary B 4_.jj]Leave Balances/Service Credit

- Wy Personalizations ] Ny YUY Leave Balances/Longevity & Service credit/Sick
- v Systern Profile Benefits Summary Leave Bank Information

Review a summary of current, past or future
benefit enrollments.

: Request employes overtime requests,

-'jj] Pavable Time Summary |

_ [ iew a surmary of your payable time.

JJ(B Dependent/Beneficiary Info

& b e o upi demmen: e ey
information.

Job and Personal Informat

n

ersonal Information Summary
ewiew a summary of your personal
nformation.

Step Action

1. Click the Report Time link.
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Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

welcome ten_ess

New Window | Help | Custornize Pace | 5 =]

=l Repart Time
= Ti et

— Overtime Requests Timesheet
— Web Clock
~ Absence Reuest Mevada Ford EmpliD: 00100277
B vigw Time
— User P Job Title: EmplRed Nbr - 0
B Personal Information
& Payroll and i) Click for Instructions
Compensation
& Benefits ViewBy [Wesk =] pater [irinrizoot [ (2 Refesn == Previous Week Hex Week ==
EJ;,.T;L";Q?,? Populate Time From: Schedule Information
[# Manager Self Service Reported Hours: 0.0 Hours Scheduled Hours:  37.5 Hours
[ Hem
[# My Content
3 worklist { Timesheet

[® Reporting Tools
® FeopleTonls
[ HCM Reporting Tools

[ ELM Reporting Tools I75 7.5 7.5 7.5 7.5 AAAA - Scheduled Hours PSMONCATSI FAODOOOOT1
— Enterprise Learning FT8.4x
- Human Resolrces PT8.4x [ & s s 5 [ = FSNONCATS!  [FAD0000DTT

I~ EacilityAx
- EleetFocus
- Channe My Password SavelfonCaten | Subrnit |
- M Cersonalzations Y . .

iy Perconzlzaons 0 Reported Tirme Status - click to hide
— My System Profile

Sun  Mon Tue Wed Thu Fri Sat Unit of

1111 1112 1113 1114 11115 1116 1117 Total Time Reporting Code Measure Taskgroup Task Profile I}

Date Status Total Time ing Code

0.000000 oo

O Reported Hours Surnmars - click to view
o Leave BalancesiLongesity & Serice Credits/Sick Leave Bank f
GoTo Self Setvice

o T | ;Ij

& I Y

Step Action

2. To provide more room on the page, click the Collapse button.

3. Note: Holidays will automatically appear with a gray background. The scheduled
hours row will still have the regularly scheduled hours in the Holiday field(s), but the
2nd row for reporting time will be blank.

4. In this example, Veteran's Day (11/12) is an observed State Holiday. The field should
remain blank if you did not work the holiday. If you did work the holiday, then the
appropriate number of hours should be recorded on the timesheet.

Before we can submit the timesheet, we need to assign a TRC to the reported time.

Click the Time Reporting Code list.

7. Use the scrollbar to find the appropriate TRC or enter the first letter of the TRC into
the Time Reporting Code field to quickly navigate to the TRC you wish you use.
Enter "r".

8. Click the REGS1 - Shift 1-Reg Hrs Worked list item.
R ' ;

9. Click the Submit button.
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Ste

p | Action

1

0. | The system is alerting us that there is a holiday on November 12th.

Press OK to acknowledge the message and continue submitting the timesheet.

Press Cancel to return to the timesheet to make modifications to the reported time.

Home|Worklist|Sign out
Wwelcome ten_ess
New Windaw | Help | &)
Warning -- 2007-11-12 is scheduled as a holiday (13504,3003)
Reported Date is scheduled as a Holiday. Press Ok to Save the Reported Time and return to Timesheet page. Press cancel to return to Timesheet page ta save ar change your
Reported Time.
OK Cancel
2] Done [ [ | irtemet
Step Action
11. | Click the OK button.
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The Stale of
My Links | Select One: ~| Search

Home|Waorklist| Sign ou
Welcome ten_ess
Hew Window | Help | Custornize Pags | 5,
Timesheet
Submit Confirmation
“ The Submitwas successful
Reported Time for the YWeek of 2007-11-11 to 2007-11-17 is submitted
Rl i
2] Done | [ e meemet
Step Action
12. | Click the OK button.
Ok

13. | If the employee is eligible, the system will generate Holiday Pay when the Time
Administration process runs and will be viewable on the Payable Time Summary

page.

14. | You have successfully reported time for a holiday.
End of Procedure.

Viewing Leave Balances, Service Credits, and SLB Information

As a State employee, you may be accustomed to viewing your leave balances either on your
printed pay stub or directly from the Data Capture system. Leave Balances, Service Credits, and
information about enroliment in the Sick Leave Bank are all available on a single page in Edison
through Employee Self Service. This lesson will show the navigation to this page and discuss
some of the major items of interest.

Procedure

In this lesson, you will learn how to view Leave Balances, Service Credits, and Sick Leave Bank
enrollment information.
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My Links | Select One ~| Bearch

Payroll Weltome ten_ess
Personalize Content Layout

Home|Worklist|Sign out

Edison News Alerts = WMy Reports

Enterprise Menu

[#] Self Service Mo articles currently available
¥ Wanager Self Senice Ho Reports To Display

® Hew view &)l Arlicles and Sectians

[ ELM

E ;Ciértluglzﬁ‘LEEfﬂlﬂg My Compensation History x|
[ Content Managsment 8% view Pavcheck

E Investor Portal Review current and prior paychecks. Report Mananer
[ Internal Controls Enforcer
E Paral Administration

B iorklist Compensation History
[ Application Diagnostics ¥ Review compensation history for base, variable,
® Reporting Tools and stock options,
¥l PeopleTools

[ HCM Reporting Tools me & Lahor £

[#] ELM Reporting Tools = Update Dependent/Beneficiar: N
— A |||:an|p55,wggs Update personal profile of employee dependents Report Time
SORIEENLSEMEEs o] RGeS, e wen We cmdGoek fils G 0 ek

— Enterprise Leaming PT8.4x

week, or time period,
— Human Resources PT8.4x

:Ela;;‘qlpnhﬁﬁﬁ .%Direcl Deposit ;
Damnaite 1 #dd or update your direct deposit information, EJ%, Request Overtime

— DernoSite Home

- Watkspaces

— My Account Sign On
— Change by Password
- Wy Personalizations
— Wy Systern Profile

: Request employes overtime requests,

ts Summary B -'jj] Leave Balances/Service Credit

Leswe Balances/Longevity & Service credit/Sick
Benefits Summary Leave Bank Information
Review a surmmary of current, past or future
benefit enrollments.

-'jj Payable Time Summary
B L. Y view a summary of your payable time.
&:J%Deuendentfﬂeneflclar! Info

Review or update dependent and beneficiary

infarmation. b and Personal Information

Personal Information Summary
Review a summary of your personal
information.

Step Action

1. Click the Leave Balances/Service Credit link.

e
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

welcome ten_ess

ET view Time
= Time and Lahor
Launch Fad | Leave Balances | Serwice Cradits | SLE Information |
- Manthly Schedule
~ Compensatory Time Nevada Ford EmpliD 00100277 StandardHours 3750
— Exceptions Joh Code EmplRcd# @ FullPart Time Full-Time
— Payable Time
Surnmary Joh Title Rehire Date 10/01/2003 Officer Code Regular
— Payable Time Detail
— Forecasted Time
Summary

— Forecasted Time Balance as of 121172007 [ Search
Detail
— Absence Reguest Mote: Search is for Annual and Sick and Compensatory Time

History
bsence Balances Balance asof 07/01/2007

Begining Balance 30.00
Accrual 0.00

Original Hire Date  10/01/2003 Department ID 3170300000 FLSA Status Mo FLSA

Balance as of: 07/01/2007
Regular Holiday ~ Premium Excess Total

— Lser Preferences .
[ Personal Infarmation Usage o.0o Begin Balance o.0o oon ono 0.00 oon

@ Payroll and Adjustments 0.00
Compensation Ending Balance
# Benefits Y 20.000
B performance
Management Balance asof 07/01/2007
g mgnMager Self Gervice Begining Balance 51,00 Endiing Balance 0.00 0.00 0.00 0.00 0.00
® Wy Content Accrual 0.00
[ Portal Administration Usage 0.00
[ imorkdist Adjustments 0.00
[® Reparting Tools
@ FeopleTools End Balance 51.000
[# HCM Reporting Tools
# ELM Reporting Toals
— Enterprise Learning PTS.4x Rollover Date E = P = Holiday = Regul
I RollOver Annl to Sick Leave (.00 eess m FrEmT® Pallday = Regdat
-~ Facilit/ha :
- FlectFocus
— Chanoe Wy Password
|~ Mty Personalizations
— My System Profile

Earned 0.00 oaon o0no 0.00 oaon
Usage 0.00 000 0.00 0.00 0.0
Adjustments 0.00 oon ono 0.00 oon

Compensatory Time usage sequence will akways be

Step Action

2. To provide more room on the page, click the Collapse button.

3. The top of the page on each tab provides your job information.

All leave balances are clearly displayed on this page. This page displays Annual
Leave, Sick Leave, Yearly Annual Rollover Balance, and Compensatory Time
Plan information.

Each type of leave displays a Balance as of date, a Beginning and Ending Balance,
the Accrual, the Usage, and the Adjustments for the time period.
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Step

Action

5.

There are four main buckets of compensatory time: Regular, Holiday, Premium, and
Excess.

Regular - comp time earned for hours worked in excess of regular scheduled hours.
Holiday - comp time earned if an eligible employee works on a holiday.

Premium - comp time earned by eligible employees calculated at 1.5 times the hours
worked in excess of 40.

Excess - under very specific circumstances, comp time earned in excess of the 480
hour maximum.

Compensatory Time usage sequence will always be the following: Excess, Premium,
Holiday, and Regular.

As a reminder, annual and sick leave accruals are updated only once per month
whereas leave usages are updated semi-monthly. Compensatory overtime balances are
updated each pay period.

Home|wWaorklist| Sian ou

Welcome ten_ess

Mew Window | Help | Custornize Pags | 5,

Leave Balances |_Senice Credits |~ SLB Information

Nevada Ford EmpliD 00100277 Standard Hours 27,50
Joh Code EmplRcd® 0 Full/Part Time Full-Time
Job Title Rehire Date 10/01/2003 Officer Code Regular
Original Hire Date 10/01/2003 Department ID 3170300000 FLSA Status Mo FLSA

Mote: Search is for Annual and Sick and Compensatory Time

Balance as of 121712007 34 Bearch

Balance as of 07/01/2007

Begining Balance 30,00 Balance as of: 07/01/2007

Accrual non Regular  Haoligay  Premium Excess Total
Usage oaon Begin Balance oaon o0no 0.00 o.on o.on
Adjustments 0.00 Earned 0.00 0.00 0.00 0.00 000
Ending Balance __30.000 Usage 000 000 0.00 0.00 0.00
Balance as of 07/01/2007 Adjustments 0.00 o0no 0.00 o.aon oan
Begining Balance 51,00 Ending Balance 0.00 0.00 0.00 0.00 0.00
Accrual o.oo
Usage ooo
Adjustments oaon
End Balance 51.000
Ci ory Time usage will always be

Raollgver Date
Excess = Premium = Holiday = Regular

RollOver Annl to Sick Leave oon
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Step | Action

7. Use the tabs across the top of the page to navigate to additional information.
Click the Service Credits tab.

| Service Credits |

8. Information about service months and longevity is displayed on this page.

Questions regarding information contained on this page should be referred to your
Agency's HR Office.

Nevada Ford

i Leave Balances | Service Credits | SLB Information |

The
Iy Links | Select One x| Search

Service Eligibility

Total Service Accrual Months
Service Months Last Updated
Senvice Date

Accrual Rate

v
45

08/28/07
10/01408
0.000000

Longevity Eligibility

Y

Projected Longevity Due Date 1 (0i01/2007

Total Longevity Months

Longevity Date Earned 10i0

45

102006

EmpliID 00100277 Standard Hours 37480
Job Code Empl Red # 1] FullPart Time Full-Time
Job Title Rehire Date 10/01/2003 Officer Code Regular
Original Hire Date  10/01/2003 Department ID 3170300000 FLSA Status Mo FLSA
Effective Date 06/3052007 Sequence

Home|wWaorklist| Sian ou

Welcome ten_ess

Mew Window | Help | Custornize Pags | 5,

Longevity Actual Date Paid  10i01/2006

Longevity Amount Earned 20000

Longevity Years Paid 3

Step

Action

Click the SLB Information tab.

10.

This page indicates whether you are enrolled in the Sick Leave Bank (SLB), and if so,
provides enrollment information.

Questions regarding information contained on this page should be referred to your
Agency's HR Office.

11.

You have successfully viewed Leave Balances, Service Months, and Sick Leave
Bank enrollment information.

End of Procedure.
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Overtime Request

In order to enter time on your timesheet in excess of your regularly scheduled hours, you first
need to submit an Overtime Request. Before the overtime is entered on your timesheet, the
request must be approved by the appropriate supervisor.

One request can cover an entire week. For example, you can enter a request on Monday for 10
hours. If the request is approved, you can work up to 10 hours over your scheduled hours for the

week. If you find that you need to work additional time, you would have to submit an additional
request for the hours in addition to those approved.

Procedure

In this lesson, you will be entering a request for three hours of overtime on September 15th.

An Overtime Request is completed and approved before the overtime worked can be entered on
your timesheet.

My Links | Select One x| Search

Home |worklist|Sign out

Welcome ten_ess

t
= [l Edison News Alerts &) = WMy Reporis =] =
Mo articles currently available "
[E Manager Self Senice X “ﬂ Reports To Display
E Hom wiewy All Articles and Sections

E ELm

[E Entsrprise Learning vy I B

) by Content Iy Compensation History = X

E Content Management p View Pavcheck

E Investor Portal [ Review current and prior paychecks. Report Mananer

B |nternal Contrals Enfarcer
I Fortal Administration

I wiorklist E‘F:E Compensation History
¥ Application Diagnostics ALEF Review compensation history for base, variable,
E Reporting Tools and stock options,
¥ PeopleToals
[ HCM Repaorting Tonls T Py —— Time & Labhor B E X
[E ELM Reporting Tools = Update Dependent/Beneficiary — 3
L 2 ,iﬁampsg,w%es Update personal profile of employee dependents E Report Time
e PTa i and beneficisriss. 42 Repart your tme and task details far a day,
- 3] Ing PTS.4x k. i d.
- Human Resources PTS 4 week, or time perio
B e 8, Direct Denosit . )
Add or update your direct deposit information. Q% Request Overtime
—Evenlusne Home ¥ ¥ Reguest emploves overtime requests,
I~ YWorkspaces

— My Account Sign On

= = . .
Change My Password Benefits Summary BB X !:-*J,ﬂ]w
- My Personalizations e N HTF Leave palances/Longevity & Service credit/Sick
- Wv System Profile i"’/‘%\ﬂeneflts Summary Leave Bank Information
Review a summary of current, past or future

bensfit enrallments,
l'!Jrj]] Payable Time Summary
B H0TF view a summary of your payable time.
"3&9 Dependent/Beneficiary Info
&1 Review or update dependent and beneficiary
information.

Job and Personal Information [ER=RE

@ Personal Information Summar:

Rewiew a summary of your personal

Step | Action
1. Click the Request Overtime link.
Request 0vertime|
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The
My Links | Select One: ~| Search

Horme|Worklist| Sign ou

Benefits Welcome ten_ess

= Repart Time

Mew Window | Help | Custornize Pags | =,
— Timesheet

Request Overtime
Overtime Requests

B view Time
— User Preferences MNewvada Ford EmplD: 00100277
B Personal Information
& Payroll and Joh Title: EmplRed Mbr: 0
Compensation
% EE;EME Below is a list of overtime requests for the month selected. To view requests, choose a Month and Year
M;n;gr;"r:gz? or select View All Requests, and click on the View Requests button, Click on Overtime Date to see the
[ Manager Self Senvice details of each reguest. Click on Add Reguest to submit a reguest for approval
[ HemM
[ My Content
[ Portal Administration Month: Year: [z007 ~
[ worklist

(@ Reporting Tools I~ view All Requests View Reguests
[# PeopleTonls

[# HCM Reporting Tools
@ ELM Reporting Tools

- Enterprise Learning FT8.4x Overtime Requests viewall  First M1z orz B Last
: W Overtime Date Overtime Hours Request Date Request Status
__W_F‘eemcus 08/15/2007 3 D8/13/2007 Submitted

- Chanoe My Password 0811 4/2007 3 08132007 Submitted

- My Personalizations
— My Systemn Profile

Add Request
GoTo:  Sell Service

Time Reparting

&1 Done | e meemet

Step Action

2. To provide more room on the page, click the Collapse button.

The current month and year default in the View Options box.

To view overtime requests for a particular month and year, select the appropriate
items from the drop down list.

5. To view all available requests that you have submitted, select the View All Requests
checkbox and click the View Requests button.

6. All overtime requests for August 2007 are listed. The Overtime Date, Overtime
Hours, Request Date (date the request was originally completed), and the Request
Status are displayed for each request.

To view more details about a particular request, click on the actual date of the
overtime request (i.e. 08/15/2007).

7. To add a new request, click the Add Request button.

Add Request
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Home|Worklist| Sign ou

Welcome ten_ess

Mew Window | Help | Customize Pags | 2,

Request Overtime

Overtime Request Details

MNewvada Ford EmpliD: 00100277
Jobh Title: Empl Red Nbr: 0

Fill in the following information and click Submit o initiate the overtime request

Overtime Date: 5 texample: 10/30/2002)

Overtime Hours: ,_

Comment: d
=
Submit
100 [ L[ [ (@bt
Step Action

8. Enter the date you want to request overtime for into the Overtime Date field.
Enter "09/15/2007".

9. The Overtime Hours field only accepts whole numbers, therefore if you need to work
2.5 hours of overtime, you would request 3 hours and in the comment field explain
that you are only requesting 2.5 hours for your supervisor to review.

10. | Click in the Overtime Hours field.

11. | Enter "3".

12. | The Comment field is used to explain the justification for the overtime request, the
specific time period, and the actual number of hours being requested. Supervisors will
review comments when approving/denying the overtime request.

13. | Enter "Software Update from 4:30 - 7:00 pm, 2.5 hours."

14. | Click the Submit button.
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Step | Action

15. | The name of the Originator and the Manager are listed on the Confirmation Page,
so you will know who needs to approve the request.

Note: If your appropriate Manager/Supervisor is not listed, it is important that you
contact either your timekeeper or TL Administrator.

My Links | Select One: ~| Search

Home|worklist|Sign ou
Wwelcome ten_ess

MewsWindow | Help | Customize Page | &,

Request Overtime

Submit Confirmation

“ The Submitwas successful

Approval Details
Workflow
Role Name Name Action Transaction Date  Comment

Software Update from 4:30 - 7:00 pm, 2.5

Qriginatar Mevada Ford Submitted 08/13/2007 e

Manager Cadillac California

2] Done [ [ | irtemet

Step | Action

16. Click the OK button.

17. | You have successfully entered an Overtime Request.
End of Procedure.

Leave Request

In order to enter leave on your timesheet, you first need to submit a Leave Request. Before the
leave is submitted on your timesheet, the request must be approved by the appropriate supervisor.

Procedure

In this lesson, you will be entering a request for 7.5 hours of annual leave on June 30th.
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A Leave Request needs to be entered and approved before the leave can be submitted on your

timesheet.

Personalize Content Layout

Enterprise Menu

B Self Service

¥ WManager Self Senice

I HCM

I ELM

¥ Enterprise Learning

[ My Content

[# Content Management

| Investor Portal

| Internal Contrals Enforcer
E Portal Administration

B Wiorklist

E Application Diagnostics
E Reporting Tools

[ PeopleTools

[ HCM Reporting Tools

[*] ELM Reporting Tools

— Applicant Services

— Enternrise Leaming PT8.4x
— Human Resources PT8 4x

:E;Eg“llmhgﬁ); %Dired Deposit )
e —— =" add or update your direct deposit information. @, Request Overtime

— DemoSite Home

— Workspaces

— My Account Sign On
— Change by Password
— My Personalizations
- My Systern Proiile

Benefits

=R

My Links | Select One: ~| Gearch

Guest

B A B

Edison News Alerts
Mo articles currently available

wieny All Articles and Sections

My Compensation History BB X

ievs Paycheck
Review current and prior paychecks,

Compensation History
Review compensation history for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

Summary H ®
Benefits Summary

Review a surmmary of current, past or future
benefit enrollments,

Gal Home | Warklist|Sign out
Welcome TL3O

My Reports
Ho Reports To Display

Beport Manaier

ER=EE

Report Time
A i e i o ol ezl o @ g,
week, or time period,

¥ pequest employes overtime requests,

‘ﬂ] Leave Balances/Service Credit

2 Leawe Balances/Longevity & Service credit/Sicl
Le Bal /L ity & S dit/Sick
Leave Bank Information

‘ﬂ] Payable Time Summary

N Y4 View a summary of your payable time. b
"jgj;Denendent[Beneficiar! Info
& Raview or update dependent and bsnsficiary
nfarmation. Job and Personal Information =]

Personal Information Summary
Review & sUFMMary of your personal
infarmation.

Action

Click the Employee Self Service link.

|l1| SelfService
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® Time Reparting

@ Personal Information

B Payroll and
Compensation

@ penefis

[ Stock Activity

[ Learning and
Cevelopment

® Learning

B perfarmance
Managerment

Bl Recruiting Activities

& Procurement

& Enroliment

B Assets

@ Campus Finances

B Campus Personal
Information

B academic Records

[ Degres
ProgressiGraduation

@ Transfer Credit

B Admissions

B student Admission

B Adviserment

& Outreach

# Student Recruiting

3 pwvolvernent

B assets

[ Travel and Expenzes

— Open Resource Reguests

— Employee Project Center

— Staffing Apply Online

— Travel and Expense Center

— Student Center

— Faculty Center

- Gradebook

- Beauest Infarration

— Beauest Official Transcript

- Class Search/Browse
Catalog

Benefits

Employee Self-Service

Open Resource Requests
Open Resource Reguests

Travel and Expense Center

Employee Travel and Expense Certer

Gradehook

Create assignimerts and dus dates, ntar
grades for assignments and submit mid-term
and final grades

Service Request

el or manage self-servics Service Requests
ervice Request Wizard
ervice Request
ty Service Renuests

Payroll and Compensation
Review your pay and compensation history
Undate your direct deposit and other deduction
or contribution informeation

liews Pavcheck

iew Payslips
Wiew Payslip GBR
14 More...

 Learning and Development

Al or review information related to lsarning
and cther development such as: languages,
licenses and certificates, competenciss, and

memberships
raining Summary
—= =

e

Py Links | Select One Search

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

mployee Project Center
Access the key aress for entering and
viewing project team member information

Student Center
Use the student certer to manage schodl
related activities

Request Information
Retjueat admission materials and information

Time Reporting
Report and review your fime, schedules,
request absences and more.
Repor Time
iew Time
=] User Freferences

Benefits

Review health, insurance, savings, pension or
cther bensfits information. Review and update
dependent and beneficiary personal
information

Benefits Information

Dependents and Bensficiaries

Benefits Summary

5 More.

Learning
Wiew andl maintain lzarming records and
ohjectives, and browse and search the
Iearning catalog
My Learning
Search Cataloy

ata

=a,

Home|worklist|Sign ou!

Welcome ten_ess

Edit "Employes Self-Service" Folder

Staffing Apply Online

Staffing Apply Orline

Eaculty Center
Use the Faculty center to manage all your
class, studert and advisee related activiies

Request Official Transcript
Reguest Copies ot your official academic
tranzcript mailed to selected addresses.

Personal Information
Revievs and updste personal informeation

Personal Information Home
Hame Chance

ersonal Information Sumimary
18 More.

Stock Activity
Review your stock options and stock
purchases, report salss and updats shars
issuance instructions

Stock Ontion Summary.

Stock Option Activity

Stock Purchass Activty

2More..

Performance Management
AcoEss your performance and development
documents, and evallations you have done
for others

My Performence Documerts:

Other's Performance Documerts

s

Action

Click the Time Reporting link.

Foport Time

Click the Report Time link.

Click the TN Leave Requests link.

N Leave Requests
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My Links | Select One: x| Search

Home|wWorklist|Sign ow

Welcome ten_ess

El Report Time a Mew Window | Help | Custormize Paas | & =
- Timesheet
- Mass Time

Request Leave

L
— Wb Clock Leave Requests
B view Time
— User Preferences Buick Washington EmpliD: 00100001
B personal Information
B payroll and Jub Title: Erngl Red Mbr: 0
Compensation
& Benefits
# Stock Activity

@ Learning and
Developrnent Add Request

Mo Leave Reqguests found, click on Add Requestto subrmit a request for approval

@ Learning i
® Perfarmance GoTo:  Eell Serice
Management Tirme Reporting

3 Recruiting Activities

B Procurement

& Enroliment

B Assets

[ Campus Finances

[ Campus Persanal
Information

® academic Records

® Degres
ProgressiGraduation

B Transfer Credit

B Admissions

B student Adrmission

B Advisernent

® Qutreach

[ Student Recruiting

B Involvement

B Assets

[ Travel and Expenses

— Open Resource Requests

— Employee Project Center

— Etafiing Apply Online

— Travel and Expense Center

— Student Center

— Facilhe Center | >

Step Action

5. Click the Collapse button.
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The 5
My Links | Select One: x| Search

Home |Waorklist]|Sign ouf

Benefits Welcome ten_ess

Mew Window | Help | Custormize Paas | & =

Request Leave

Leave Requests

Buick Washington EmpliD: 00100001

Joh Title, EmplRed Mbr: 0

Mo Leawe Requests found, click on Add Requestto submit a request far approwal

Add Reguest

GoTo:  Belf Semwice

Time Reporting

Step

Action

Click the Add Request button.

Click the Choose a date button.

Click the 30 link.

Click in the Leave Hours field.

]

10.

Enter the desired information into the Leave Hours field. Enter "7.5".

11.

Click the Leave Type list.
I |

12.

Click the Annual Leave list item.

[Annual Leave |

13.

Depending on the supervisor and agency, the required comments may vary. It is
suggested that the specific time period and purpose for the leave be entered in the
Comment field.

14.

Click the Submit button.
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Step

Action

15.

The name of the Originator and the Manager are listed on the Confirmation Page,
so you will know who needs to approve the request.

Note: If the appropriate Manager/Supervisor does not appear, it is important that you
contact your TL Administrator.

Home|Worklist| Sign ou

Welcome ten_ess
3

Mew wiindow | Help | Customize Pag Saved

Request Leave

Submit Confirmation

“ The Submitwas successful

Approval Details
Workflow
Role Name Name Action Transaction Date  Comment
Originatar Buick Washingtan Submitted 06/27/2008
Manager Minnesota Toyota

Step | Action

16. | Click the OK button.

17. | This is the same page you navigated to when you initially opened the Leave Requests
page. At this point, it has more detailed information since a request has just been
submitted.

18. | The current month and year default in the View Options box.

19. | To view Leave Requests for a particular month and year, select the appropriate items
from the drop down list.

20. | Toview all available requests that you have submitted, select the View All Requests
checkbox and click the View Requests button.
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Step Action

21. | All leave requests for June 2008 are listed. The Leave Date, Leave Hours, Request
Date (date the request was originally completed), and the Request Status are
displayed for each request.

To view more details about a particular request, click on the actual date of the leave
request (i.e. 06/30/2008).

22. | A separate Leave Request is required for each type of leave being requested and for
leave that does not run concurrently.

For example, two separate requests are required if an employee wishes to take 1 hour
of annual leave on Monday and 1 hour of annual leave on Friday.

23. | You have successfully entered a Leave Request.
End of Procedure.

Projects/Grants Labor Distribution Fields

Labor Distribution is a key piece of functionality contained within Edison's Time and Labor
module. This functionality utilizes codes known as "Task Profiles” on the timesheet to indicate
the correct Financial chart fields (Accounting Codes) to which the time is charged. Task Profiles
are organized into "Taskgroups" to which each employee is assigned. This allows each agency to
organize Task Profiles to accommodate the needs and structure of their organization.

Procedure

In this lesson, we will be entering time for the week of 9/9/07 through 9/15/07. We will be
charging the time to several different Task Profiles, ensuring that the labor cost, including
overtime, is charged to the appropriate Task Profiles.
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Payroll
Personalize Content Layout

Enterprise Menu
¥ Self Service
(¥ Manager Self Senvice

[ Enterprise Learning

[E My Content

[® content Management

[ Investor Portal

E Internal Contrals Enforcer
E Paral Administration

B iorklist

[ Application Diagnostics
#] Reparting Tools

¥l PeopleTools

[ HCM Reporting Tools

[ ELM Reporting Tools

— Applicant Services

— Enterprise Leaming PT8.4x
— Human Resources PT8.4x
|~ Facilityax

|- FleetFacus

— DemoSite Horme

- Watkspaces

— My Account Sign On

— Change by Password

- Wy Personalizations

— My System Profile

My Links | Select One ~| Bearch

Edison News Alerts =]

Mo articles currently available

wiewy Al Articles and Sections

My Compen:

B

n History

iew Paycheck
Review current and prior paychecks.

ﬂ Compensation History
LIF Review compensation history for base, variable,
and stock options,

!

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

Benefits Summary

| 5

L‘%&Beneflts Summary
Review a summary of current, past or future
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b e o upi demmen: e ey
infarmation,
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Home|Worklist|Sign out

Welcome ten_ess

My Reports
Ho Reports To Display

Beport Manager

Report Time
A et yen o ] fal dlztitlls o @ oy
week, or time period,

E, Request Overtime
: Request employes overtime requests,

-'jj] Leave BalancesiService Credit
[ Leave Balances/Longevity & Service credit/Sick
Leave Bank Information

i

] Payable Time Summary
Y view a summary of your payable time.

Job and Personal Information

Personal Information Summary
Review a summary of your personal
information.

Step

Action

1. Click the Report Time link.
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Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

welcome ten_ess

Mew Window | Help | Custormize Paas | & =

— Overtime Reguests Timesheet
— Web Clock
- Absence Request Nevada Ford EmpliD: 00100277
B view Time
— UserP Job Title: Empl Red Nbr:
B Personal Information
& Payroll and @ Click for Instructions
Compensation .
® Benefis ViewBy: [Week =] pate: [perar2007 [ (2 Retresn == Previous Week Mexd ¥esk ==
B Performance Populate Time From: Schedule Information
Managerment
[# Manager Self Service Reported Hours: 0.0 Hours Scheduled Hours:  37.5 Hours
[ Hem
[# My Content .
[ Portal Administration From Sunday 09. 7 to Saturday 09/15/2007
[ worklist Timesheet
g Eepn‘nu_r'vg TDDIS Sun  Mon Tue Wed Thu Fri Sat Unit of
= H%nh;;esgring Tools 919 910 911 942 913 914 915 Total Time Reporting Code Measure Taskgroup Task Profile ID}
[ ELM Reporting Toals 75 s 75 [rs [rs AsaA - Scheduled Hours FASTSTOOM FADDDOO012
- Enterprise Learning PT8.4x
- Burnan Resources PT8.4x s [1s [f5 [15 [s - FASTSTOOO1  [FAODODDO1Z
I~ EacilityAx
- Eleetfocus Sawe for Later | Submit |
— Chanoe v Password
[~ My Personalzations @ Reported Time Status - clickto hide
— My System Profile
Date Status Total Time Reporting Code 5o Comments
0.000000 0.00
@ Reported Hours Summary - elickto view
g Leave Balances/Longevity & Service Credits/Sick Leave Bank —
GoTo:  Self Semice
Tirme Reparting =
2l | v
& I Y

Step

Action

To provide more room on the page, click the Collapse button.

If your agency requires labor distribution in Data Capture, you are familiar with
allocating your time to Cost Centers. Task Profiles will replace Cost Centers, but the
concept of using Cost Centers still applies.

Task Profiles are assigned to an employee's time to account for payroll costs
associated with a specific task which is designated by a Task Profile ID.

Each employee will be assigned to a single Taskgroup which defaults on the
employee's timesheet. A Taskgroup is a subset of an agency's Task Profiles.

It is helpful to visualize a Taskgroup as a group of employees whose tasks are similar
and, therefore, use the same Task Profiles to charge their time. The Taskgroup value
defaults on the timesheet and will not require modification by the employee.

Each row on the timesheet requires that a Time Reporting Code (TRC) be entered.
However, there is not an overtime TRC because the system will be calculating
overtime based on the employees FLSA time reporting period during the Time
Administration process. Normally, all hours worked on a particular day will simply be
recorded using the regular hours (REGS1)worked TRC. When the timesheet is
processed, the amount of overtime (including regular and premium) is calculated.
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Step

Action

6.

In this example, we wish to indicate that the cost of the overtime worked on Monday
be allocated to a specific Task Profile. To accomplish this, we use the Anticipated
Overtime (ANTOT) TRC. Using this particular TRC tells the system that if overtime
is earned in this week, the overtime cost should first be charged to the rows on the
timesheet having the TRC of ANTOT - Anticipated Overtime. If extra hours for the
week are not worked, the anticipated overtime will be paid as regular hours.

Communication will come from your Agency regarding the use of Anticipated
Overtime (ANTOT). Only use this TRC if you have been instructed to do so by your
Agency.

Notice that the timesheet is pre-populated with the scheduled hours. The schedule will
not pre-populate for part time employees.

In this example, we are going to add additional rows to the timesheet to identify time
worked in excess of regular scheduled hours. We wish to charge the cost of this
overtime to the task in which it was worked.

The existing information should be updated to accurately reflect the amount of
reported hours.

In this example, the generated schedule was worked, using the Regular Hours Worked
(REGS1) TRC and the default Task Profile of Region 1 Administrative Office
(FA00000012), with the following exceptions:

Monday - 2.5 Anticipated Overtime (ANTOT) hours worked in the East TN
Licensure division (FA00000014).

Wednesday - only 5.5 Regular Hours (REGS1) were worked on the default task
profile (FA00000012) and 2.0 Regular Hours (REGSL1) on the Stream Survey
(FA00000013).

Friday - 2.5 Anticipated Overtime (ANTOT) hours worked on the DARE Grant
(FA00000010).

Click the Time Reporting Code list.

10.

Use the scrollbar to find the appropriate TRC, or search for the appropriate TRC by
entering the first letter of the TRC.

In this example, the TRC “REGS1-Shiftl-Reg Hrs Worked” will be used, therefore
you enter the letter “r” into the Time Reporting Code field.
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My Links | Select One: ~| Search Gol Home | worklist|Sign ou!

Welcome ten_ess

Mew Window | Help | Custarmize Pags | 15, |

Timesheet
Mewvada Ford ErmpliD: 00100277
Joh Title: EmplRed Mhr: 0

@ Ciick for Instnuctinns

view By, |Week =]  Date: [090972007 [ (2 Renesn) == Pravious Week Mext igek ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

Sun  Mon Tue Wed Thu Unit of
2 Measure Taskgroup Task Profile I Rule Element 1 Rule Element

1 3
75 [rs [r5 15 18 AfA8- Scheduled Hours FASTSTO00 FAQ0000012
75 [r5 [r5 [r5 [rs - FASTSTOO0 Fannoo0012 |5 |

Soveforlater || guemit | MOD1 - Med Offcer ofthe Dy -
MOD2 - Med Officer of the Day -
@ Reported Time Status - click to hide MOD3 - Med Ofcer of the Day-
MOD4 - Med Officer of the Day -
Date Status Total Time Rep{MPA - MatiPatAdopt Ly Wi Pay
* - MPAWO - MatPauAdopt Ly it
0.000000 POI- Period of Interest

PRM72 - Overtime Premium
REGPY - Additional Reqular

@ Reported Hours Summary - clickto view

id Leave Balances/lonaevity & Service Credits/Sick Leave Bank —
GoTo:  SelfService
Time Reporting =
2l | [
2] Done | [ e meemet

Step Action

11. | Click the REGSL - Shift 1-Reg Hrs Work list item.
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My Links | Select One: x| Search

Home|Worklist|Sign ow

Welcome ten_ess

Mew Window | Help | Custarmize Pags | 15, |

Timesheet
Mewvada Ford ErmpliD: 00100277
Joh Title: EmplRed Mhr: 0

@ Ciick for Instnuctinns

view By, |Week =]  Date: [090972007 [ (2 Renesn) == Pravious Week Mext igek ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

Sun  Mon Tue Wed Thu Fri Sat Unit of
9/9 910 9411 912 913 914 915 Total Time Reporting Code Measure Taskgroup Task Profile I Rule Element 1 Rule Element

75 [fs [fs 15 [rs A8AA- Scheduled Hours FASTSTODO!  FAODODOD1Z
75 [f5 [f5 [t5 [is SEGS] - Shif 1-Feq Hrs FASTSTOOM Fannoo0012 |5 |

Save for Later | Submit |

@ Reported Time Status - clickto hide

Date Status Total Time Reporting Code S comments
0.000000 0.00

@ Reported Hours Summary - clickto view

id Leave Balances/Lonoevity & Service Credits/Sick Leave Bank —]

GoTo:  Belf Semwice

Time Reporting =

2l | [
2] Done | [ e meemet

Step Action

12. Click the scrollbar.

13. Click the Add a new row button.

14. Click in the Mon 9/10 field.

15. Enter the desired information into the field. Enter "2.5".

16. | Click the Time Reporting Code list.

17. | Edison calculates overtime according to the employee's FLSA time period. Therefore,
the Anticipated Overtime TRC is selected to ensure the specific task (or Task Profile)
that caused 2.5 hours of overtime will be charged the appropriate rate.

Click the ANTOT - Anticipated OT - Shift 1 list item.
AMTOT - Anticipated OT - Shift
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Step | Action

18. | In Edison, Task Profile IDs are auto numbered and may initially be unrecognizable.

To see the description for Task Profiles and to find additional Task Profiles, the search
page can be used.

Click the Task Profile Search button to select the Task Profile that should be charged
the 2.5 hours of Anticipated OT.

=

19. | There are several ways to search for a Task Profile ID using any one field or
combination of fields located in the Search Fields box at the top of the page.

In this lesson we will cover three different ways to find a Task Profile ID. First, we
want to see a list of all Task Profile IDs available for the employee. This would be a
useful way to search if the employee only had a limited number of Task Profile I1Ds.

20. Make sure all fields are cleared, then click the Search button.

If necessary, use the Clear Search button.

Home | ¥arklist|Sian ou

Welcome ten_ess

Mew Window | Help | Custornize Page | 5

Task Profile ID Search

Taskgroup:  FASTGTODO1  TaskProfield | Description |

Location Source
Fund Department  Program CF User Code Project Activity Tupe Category  Sub Category

I I I I I
C\earsaarnhl Search | First | Previous |me 4 To 1 of 1 Mexd Last
o | T N T

Customize | Find | View All | [ ] First 4] 1 07 1 [M] Last
. Location . o Source
Task Profile ID Description Fund Department Program User Code Project Activity Twne €

CF

ategory  Sub Category
TaskProfile 1D

|
il

3

|| e meemet

Step | Action
21. Click the Search button.
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Step

Action

22.

Listed are all Task Profiles available for this employee's selection.

Click on the FA00000014 entry in the Task Profile ID column.
FAOO000014

23.

Notice that by clicking on a Task Profile ID, the Financial Chartfield information
related to the Task Profile populates in the Search Fields box.

24,

Click the OK button.

25.

Notice that our first row of reported time will be charged to Task Profile ID Region 1
Administrative Office (FA00000012) and our second row of reported time will be
charged to Task Profile ID East Tennessee Licensure (FA00000014).

My Links | Select One > | Search

Home | Worklist|Sian ou

Benefits Welcome ten_ess

Mew Window | Help | Custornize Pags | 15, |

Timesheet
MNewvada Ford EmpliD: 00100277
Joh Title: EmplRed Mar: 0

@ Click for Instructions
ViewBy: [Week =] Dpate: [0or09r2007 [ (2 Reniesn == Pravious Week Mext Wigek ==

Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

From Sunday 07 to Saturday 09/15/2007
{ Timesheet |

Sun  Mon Tue Wed Thu H at Unit of
9/9 910 9411 912 913 914 915 Total Time Reporting Code Measure Taskgroup Task Profile I Rule Element 1 Rule Element

75 [fs 15 15 [1s AAAA - Geheduled Hours FASTSTODO!  FADDODOD1Z
s [fs [15 [r5 18 REGS1 - Shift 1-Reg Hrs Worl = FasTsTo001  [Faoooooorz | a |
25 AMTOT - Anticipated 0T - Shif = FasTSTOOM  [Faonoooots G| a

Save far Later | Submit |

© Roported Time Status - click o hide

Date Status Total Time Regorting Code 5o comments
0.000000 0.00

[i] Reported Hours Summary - click to view —|
id Leave Balances/Longevity & Service Credits/Gick Leave Bank
@0 To Balf Sanica =

0l | [

&1 Done | e meemet

Step Action
26. | Click the scrollbar.
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EmplID:

00100277

EmplRecd Mbr: 0

Th
My Links |Select One ~| search

09/0/2007 [ (2 Refresh |

rmation

duled Hours: 375 Hours

== Pravious Week

MextWeek ==
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Home|Worklist|Sign ow

Welcome ten_ess

New Window | Help | Customize Pags | =) =

Inlal Eum Measure 01 TIJ Rule Element 1 RuleElement 3  Source
I [REGS1 - Shift 1-Reg Hrs wior 7] FASTSTODD!  [FADDDODDT2 | | a a =
I [ANTOT - Anticipated O - Shif =] FASTSTO0D!1  [FADODOOD14 ] Q| Q =
4 |»F
) I B
Step Action

27. | Click the Add a new row button.

28. | Asyou can recall, there were not any changes to the hours worked on Tuesday. On
Wednesday, the employee worked 5.5 hours on the default Task Profile of Region 1
Administrative Office (FA000000012) and 2.0 hours on the Stream Survey
(FA00000013).

29. | Click in the Wed 9/12 field for on the REGSL1 row.

30. | Enter the desired information into the field. Enter "5.5".
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My Links | Select One: ~| Search Gol Home | worklist|Sign ou!

Benefits Welcome ten_ess

Mew Window | Help | Custarmize Pags | 15, |

Timesheet
Mewvada Ford ErmpliD: 00100277
Joh Title: EmplRed Mhr: 0

@ Ciick for Instnuctinns

view By, |Week =]  pate [09m82007 [ (2 Retesh =2 Previous Week Mest Wigek ==
Populate Time From: Schedule Information
Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

From Sunday

i2007 to Saturday 09/15/2007

Timesheet
Sun  Mon Tu fled  Thu at Unit of

9/9 9M0 911 912 913 9¥ oy Time Reporting Code Measure Taskgroup Task Profile I Rule Element 1 Rule Element

75 [F5 |78 |75 |78 AAAA- Scheduled Hours FASTSTOOM FADDODOOT2

75 [r5 [55 [r5 [r5 REGS - Shift 1-Reg Hrs Worl » FasTsToDo!  [Fanoooooiz | |
25 ANTOT - Anticipated OT - Shif x. FasTsTODO!  [Faoooooois | a
= FasTsToDo!  [Faoooooots | a |

Save for Later | Submit |

@ Reporied Time Status - eliekto hide

Sched

Date Status Total Time Reporting Code Hrs Comments
0.000000 0.00
[i] Reported Hours Surnrmary - click to view
s | [
2] Done | [ e meemet

Step Action
31. | Click in the Wed 9/12 field on the newly created row.

]

32. Enter the desired information into the field. Enter "2".
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My Links | Select One: ~| Search Gol Home | worklist|Sign ou!

Welcome ten_ess

Mew Window | Help | Custarnize Pags | 1=,

neen |

Timesheet
Mewvada Ford ErmpliD: 00100277
Joh Title: EmplRed Mhr: 0

@ Ciick for Instnuctinns

view By, |Week =]  Date: [090972007 [ (2 Renesn) == Pravious Week Mext igek ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

From Sunday 0! 007 to Saturday 09/15/2007

Timesheet
Sun  Mon Tue 2 Unit of

9/9 910 911 L L Time Reporting Code Measure Taskgroup Task Profile I Rule Element 1 Rule Element

75 [f5 |75 |78 AAAA- Scheduled Hours FASTSTOOM FADDODOOT2

75 [5 [55 [15 [rs REGS1 - Shift 1-Reg Hrs Warl FasTaTOOM  [Faonooootz G| Q|
25 ANTOT - Anticipated OT - Shif x. FasTsTODO!  [Faoooooois | a
20 - FasTsToo0!  [Fanooooots | a |

Save for Later | Submit |

@ Reporied Time Status - eliekto hide

Date Status Tatal Time Reporting Code ﬁ'r’:‘*" I

0.000000 0.00

[i] Reported Hours Surnrmary - click to view

s | »F
200 I 0
Step Action
33. | Click the Time Reporting Code list.
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Home|Worklist|Sign ow

Benefits

Welcome ten_ess

Mew Window | Help | Custarmize Pags | 15, |

Timesheet
Mewvada Ford ErmpliD: 00100277
Joh Title: EmplRed Mhr: 0

@ Ciick for Instnuctinns

view By, |Week =]  Date: [090972007 [ (2 Renesn) == Pravious Week Mext igek ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

From Sunday 0! 007 to Saturday 09/15/2007
Timesheet
Sun  Mon Tue Wed Thu Fri 2 Unit of

9/9 910 9411 912 913 914 915 Total Time Reporting Code Measure Taskgroup Task Profile I Rule Element 1 Rule Element

75 [rs [r5 15 18 AfA8- Scheduled Hours FASTSTO00 FAQ0000012
75 [r5 [55 [r5 [r5 REGS - Shift 1-Reg Hrs Worl » FasTsToDo!  [Fanoooooiz | |

25 ANTOT - Anticipated OT - Shif x. FasTsTODO!  [Faoooooois | a
20 FasTsToo0!  [Fanooooots | a |
Save for Later | Submit |
ADJRC - Regular Comp Adjust
(i ] . ADJSE - SLB Assessment/Enr
Beported Time Status - click to hide AD.SD - Sick Leave Donation /
- ADJSL - Sick Leave Adjustmen [
Date Status Total “|ADJSR - Sick Leave Reinstater
0.000000 ADM - Admin Ly With Pay
ADMDR - Spec Disaster Relief —
ADMEL - Adr Election Leave
© Reported Hours Summary - click o view ADMHS - Adm Health Services
| [
2] Done | [ e meemet

Step Action

34. | Use the scrollbar to find the appropriate TRC, or search for the appropriate TRC by
entering the first letter of the TRC.

In this example, the TRC “REGS1-Shift1-Reg Hrs Worked” will be used, therefore
you enter the letter “r” into the Time Reporting Code field.
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My Links | Select One: x| Search

Home|Worklist|Sign ow

Welcome ten_ess

Mew Window | Help | Custarmize Pags | 15, |

EmpliD: 00100277

EmplRed Mhr: 0

@ Ciick for Instnuctinns

View By: |Weak j Date:
Populate Time From: Schedule Information
Reported Hours: 0.0 Hours

From Sunday 09/09/2007 to Saturday 09/15/2007
Timesheet

Sun  Mon
98

Tue Wed Thu Fi Sat

0970972007 5 (2 Retresh |

Scheduled Hours:  37.5 Hours

910 9M1 912 913 914 915 Total

== Pravious Week MextWeek ==

Unit of

Time Reporting Code Measure Taskgroup Task Profile I Rule Element 1 Rule Element

75 [fs [f5 s [rs AfA8- Scheduled Hours FASTSTOO01 FAQ0000012
75 [r5 [55 [r5 [r5 REGS - Shift 1-Reg Hrs Worl » FasTsToDo!  [Fanoooooiz | |
25 ANTOT - Anticipated OT - Shif x. FasTsTODO!  [Faoooooois | a
20 - FasTsToo0!  [Fanooooots | a |
ML - Military Ly Without Pay &
Gave for Later | Submit | MOD1 - Med Officer of the Day -
MODZ - Med Officer of the Day -
© Reported Time Status - elick lo hide MOD3 - ed Officer of the Diay -
MOD4 - Med Officer of the Day -
. MPA - MatiPatitdopt Ly Wi Pay
Dat Stat Total Time Rej e
pate Staus fotal HE T b i - MaliPaLAdopt Ly With
0.000000 FOI - Period of Interest
PRMT2 - Overtime Premium —]
REGPY - Additional Regular P:
@ Reported Hours Summary - click to view RECS1 - DRl 1-Ret Fire ot
s | [
2] Done | [ e meemet

Step Action

35.
[

Click the REGSL1 - Shift 1-Reg Hrs Worked list item.

36.
=

Click the Task Profile Search button to search for the Stream Survey (FA00000013).

37.

The most common search option for employees with multiple Task Profiles is to
search by Description. By entering a keyword as the description, Task Profiles
containing that keyword will be returned.
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My Links | Select One: x| Search

Home|Worklist|Sign ow

Welcome ten_ess

Mew Window | Help | Customize Pags | =)

Task Profile ID Search

Taskgroup:  FASTSTOnn1  Task Profile ID Description |

Location Source

Funi Department Program CF User Code Project Actity Type Category  Sub Category
I I I I I
C\earSEamhI Search | First | Previous |me 4 To 1 of 1 MNext Last
o] [ coms | iy Rows [ 100

Custarnize | Find il 8 First (4 o4 D Last

Task Prafile ID Description Eund Department Program User Code Project Activity Category Sub Caterory

Location Source
CF Type
Task Profile ID

A I I [ ¥ '
Step Action

38. | Click in the Description field.
I |

39. | The Description field will allow you to search using a partial description.
Enter the desired information into the Description field. Enter "stream".

40. | Click the Search button.

41. | Click on the FA00000013 entry in the Task Profile ID column.
FAOOO00013

42. | If the results did not return the Task Profile you were searching for, you can use the
Clear Search button and try again with a different Description or search on a
different field.

43. | Click the OK button.
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Th
My Links |Select One ~| search

Home|Worklist|Sign ow
Welcome ten_ess

Mew Window | Help | Custarmize Pags | 15, |

Timesheet
Mewvada Ford ErmpliD: 00100277
Joh Title: EmplRed Mhr: 0

@ Ciick for Instnuctinns

view By, |Week =]  Date: [090972007 [ (2 Renesn) == Pravious Week Mext igek ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

07 to Saturday 09/15/2007

Timesheet

Sun  Mon Tue Wed Thu Fri Sat Unit of
9/9 910 9411 912 913 914 915 Total Time Reporting Code Measure Taskgroup Task Profile I Rule Element 1 Rule Element
[ Fs Fs 5 s 5 [ AnaA- Scheduled Hours FASTSTOOD!  FADOD00D12
[ F5 [s [s5 5 5 [ [RE®S1 - Shit 1-Reg Hrs Won =] FasTsTooot  [Faooooootz | Q]
ks T T T [ARITOT - Anticipated OT - Shifz] FasTSTOO01  [FAnooooots a
T e T T [REGST - shin 1-Rey Hrs wor =] FasTaTOOM  [FAoDOoODTE | a |

Save for Later | Submit |

@ Reporied Time Status - eliekto hide

Date Status Tatal Time Reporting Code ﬁ'r’:‘*" I
0.000000 0.00
Li] Reported Hours Summary - click to view
s | [
2] Done | [ e meemet

Step Action

44, Click the scrollbar.

45, Click the Add a new row button.

46. | Asyou can see, there were no changes to Thursday, but on Friday the employee
worked 2.5 hours of Anticipated Overtime (ANTOT) on the DARE Grant
(FA00000010).

47. | Click in the Fri 9/14 field on the newly created row.

]

48. Enter the desired information into the field. Enter "2.5".

49. | Click the Time Reporting Code list.

=

50. | Edison calculates overtime according to the employee's FLSA time period. Therefore,
the Anticipated Overtime TRC is selected to ensure the specific task (or Task Profile)
that caused 2.5 hours of overtime will be charged the appropriate rate.

Click the ANTOT - Anticipated OT - Shift 1 list item.
AMTOT - Anticipated OT - Shil
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Step | Action
51. | Click the Task Profile Search button to search for DARE Grant (FA00000010).
Click the Task Profile Search button.
52. | All fields are searchable by entering only the first few digits of the value you are

searching.

The Description field can also be searched using keywords contained within the
description.

Task Profile ID Search

Taskgroup:  FASTSTOO01  Task Profile ID Description |

Home | ¥arklist|Sian ou

Welcome ten_ess

Mew Window | Help | Custornize Page | 5

Location Source

Fund Department  Program CF User Code Project Activity Tupe Category  Sub Category
I I I J I
Clear Search | Search | First | Previous | From 1 To 1 of 1 Mexd Last
0K C |
—I —IE"EE Display Rows 100
Customize | Find | View All | [ ] First 4] 1 07 1 [M] Last
. Location . o Source

Task Profile ID Description Fund Department Program CF User Code Project Activity Twne Category Sub Category
TaskProfile 1D

|
il

&) 0ore I Y=
Step | Action
53. | We are going to perform our search by only entering the first few characters of the
Project.
Enter the desired information into the Project field. Enter "FA0OSDARE".
54. | Click the Search button.
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Step | Action

55. | The results will return all Projects which begin with FAOBDARE. In this case, only
one was returned.

56. | Click on the FA00000010 entry in the Task Profile ID column.

57. Click the OK button.

Home | worklist|Sign ou!

Benefits Welcome ten_ess

Mew Window | Help | Custarmize Pags | 15, |

Timesheet
Mewvada Ford ErmpliD: 00100277
Joh Title: EmplRed Mhr: 0

@ Ciick for Instnuctinns

view By, |Week =]  Date: [090972007 [ (2 Renesn) == Pravious Week Mext igek ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

From Sunday 09/09/2007 to Saturday 09/15/2007
Timesheet
Sun  Mon Tue Wed Thu 2 Unit of

9/9 9M0 911 912 913 oy Time Reporting Code Measure Taskgroup Task Profile I Rule Element 1 Rule Element

75 [F5 |78 |75 |78 AAAA- Scheduled Hours FASTSTOOM FADDODOOT2

[ F5 [s [s5 5 5 [ [RE®S1 - Shit 1-Reg Hrs Won =] FasTsTooot  [Faooooootz | |
ks T T T [ARITOT - Anticipated OT - Shifz] FasTSTOO01  [FAnooooots a
T e T T [REGST - shin 1-Rey Hrs wor =] FasTsTO001  [FADODD0DT3 | a
T 1 T T s [ANTGT - Anticipated OT- shifr =] FagTSTOOM  [FAoDooooto | a |

Save for Later | Submit |

© Roported Time Status - clickto hids

Sched .
Hrs =

0.000000 0.00

Date Status Total Time Reporting Code

2l | [
2] Done | [ e meemet

Step Action

58. Click the Submit button.
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wtion

The &ia
My Links | Select One: ~| Search ol Home | worklist|Sign ou!

Welcome ten_ess

Mew Wiindow | Help | Custornize Pag Saved

Timesheet

Submit Confirmation

V The Submitwas successful
Reported Time for the YWeek of 2007-09-09t0 2007-09-15is submitted

2] Done | [ e meemet

Step

Action

59.

Click the OK button.
Ok

60.

The time has been submitted and the payroll cost will be distributed as listed below:
35.5 Regular Hours (REGS1) to the Region 1 Administrative Office (FA00000012)
2.5 Anticipated Overtime (ANTOT) to the East TN Licensure (FA00000014)

2.0 Regular Hours (REGS1) to the Stream Survey (FA00000013)

2.5 Anticipated Overtime (ANTOT) to the DARE Grant (FA00000010)

61.

You have successfully entered Task Profile IDs and Anticipated Overtime on the
timesheet.
End of Procedure.

Changing Overtime Compensation Methods

Reporting overtime on the timesheet is governed by Agency specific rules. When hired, some
non-exempt employees can opt for either cash or compensatory time for their overtime. Once the
choice is made, all overtime will be compensated in the manner chosen. Most exempt employees
receive compensatory time for their overtime.
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If you are an exempt or non-exempt employee whose compensation choice for overtime is set by
agency specific rules, the system will default this information from your Time Reporter Data, so
no entry is required on your timesheet. If you are a non-exempt employee with
TNCASH_COMP on your Time Reporter Data page, you have the option to choose either
TNCASH or TNCOMP in the Rule Element 1 field on your timesheet to indicate whether you
want cash or compensatory time for your overtime.

After the time you reported on your timesheet is processed and payable time is created, you can
go to the payable time summary to review your overtime to ensure that it is correct.

Procedure

In this lesson, we will be changing the rule element fields on the timesheet which will only be
available to certain employees.

My Links | Select One x| Search

Home |warklist|Sign out

Welcome ten_ess

= M Edison News Alerts B = WMy Reports =] =
Mo articles currently available
Wiewy A1l Articles and Sections

E act(e:rapﬂgﬁtwaming My Compensation History & = X

[#] Content Management

[ Investor Portal

[ Internal Controls Enforcer
[ Portal Administration

View Paycheck
Review current and prior paychecks. Report Manadger

B yorklist E’“ﬂ] Compensation History
[# Application Diagnostics HUF Review compensation history far base, variable, z
B g e s
E PeopleTools
[E HCM Reporting Tonls P P —— Time & Labhor = =
I ELM Reporting Toals = Update Dependent/Beneficiary = X
- spollean Serios Update personal profils of emplayes dependents | | [, Report Time
. and beneficiariss. L5 Rrepart yaur time and task details for a day,
— Enternrise Learning PTS 4% week, ar time periad.
— Hurnan Resources PTE.4x !
:—m—iﬁ;g‘lmhgﬁ %Dired Deposit - .
a0 or update your direct deposit information. CJ% Request Overtime
’W MGz quest employee overtime requests.
|— Workspaces

— My Account Sign On

e
— Change b Fas_awmd Benefits Summary = B '.!;;ﬂ]Lem BalancesiService Credit
— My Personalizations T ATF Leave Balances/Longevity & Service credit/Sick
- My System Profile ;“"%\Benafits Summary Leave Bank Information
Review a summary of current, past or future

benefit enrallments,

13| payable Time Summary
il
~ AT view a summary of your payable time,
"ag%Dagendant[ﬂaneficiary Info
& o RGriom @r upr domaneh: oo boneiiEnmy
infarmation.

Job and Personal Information = &

=) Personal Information Summary
Feview a sUmmmary of your personal
infarrmation.

Step | Action

1. Click the Report Time link.

Report Time
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El Report Time
— Timesheet
— Mass Time
— Overtime Requesls
— Web Clock
— Absence Reguest
B vigw Time
— User Preferences
B Personal Information
® Payroll and
Compensation
B penefis
B Performance
Managerment
[# Manager Self Service
[ Hem
[# My Content
[# Portal Administration
[ worklist
[® Reporting Tools

Benefits

Timesheet
Nevada Ford

Job Title:

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home|worklist|Sign ou

welcome ten_ess

EmpliD: 00100277

Ermpl Red N 0

© ciick for Instructions

ViewBy: [Week =] Dpate:

Populate Time From: Schedule Information

Reported Hours: 0.0 Hours
From Sunday 08/19/2007 to Saturday 08/25/2007

Timesheot
Sun  Mon Tue Wed Thu Fri Sat
819 820 821 822 823 824 B25

08i18/2007 2 Refresh

Scheduled Hours: 375 Hours

== Previous \Week Mend Week ==

Unit of

Total Measure

Time Reporting Code

Taskgroup Task Profile ID

® FeopleTonls
75 |15 |ra |rs rs AARA- Bcheduled Hours 33205151
[F HCM Reporting Tools A000000Z
[# ELM Reporting Tools 75 |75 [rs5 |75 [ra | 33208Ms1 @, [Fanoooon1z
- Enterprise Learning PT8.4x
- Human Resources PTS.4x gave for Later_| submit_ |
- EacilityhlArx
- EleetFocus e " el i
| Change Me Password Eenarted Time Status - clickto hide
- My Personalizalions i i sched
iy Personalzatinng Date Status Total Time Reporting Code Sched Comments
- My Systern Profile Hrs
0.000000 ooo
[i] Reported Hours Summary - click {0 view
& paances - click 1o view
GoTo  Self Service
Time Reporing
Punch Timesheet
2] Done | [ e meemet

To provide more room on the page, click the Collapse button.

In this example, you worked 12.5 hours on Monday and your normal scheduled hours
the remainder of the week.

Click in the Mon 8/20 field.

Press [Backspace].

Enter the desired information into the Mon 8/20 field. Enter "12.5".

Click the Time Reporting Code list.

Use the scrollbar to find the appropriate TRC, or search for the appropriate TRC by
entering the first letter of the TRC.

In this example, the TRC “REGS1-Shiftl-Reg Hrs Worked” will be used, therefore
you enter the letter “r” into the Time Reporting Code field.

Click the TRC code for regular hours, REGS1 - Shift 1-Reg Hrs Worked list item.
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Step | Action

10. | Based on your agency's policy, non-exempt employees may have the option to change
how they receive their overtime compensation (either cash or compensatory time).
Non-exempt employees will receive cash overtime for hours worked in excess of their
regular schedule unless manually changed to compensatory time.

11. | Click the Rule Element 1 button.
=

12. | Remember, the default value is cash, so you do not need to select TNCASH unless

you are changing from TNCOMP.

Since you wish to earn comp time for your overtime, select the TNCOMP entry in the
Rule Element 1 column.

Look Up Rule Element 1

Search by: |Ru\e Element 1 =] begins thl

Look Up | Cancel |Advannen Lookup

My Links | Select One: x| Search

Home |Waorklist|Sign ou

HR Benefits Welcome ten_gss

Mew Window | Help | 15,

Search Results

Rule Element 1 Description
THCASH THCASH
THCOMP THCOMP

15015

& I YT
Step | Action
13. | Click the TNCOMP entry.
14. | This field should remain blank if you are not eligible to change your overtime
compensation. If an ineligible employee selects either TNCASH or TNCOMP for
Rule Element 1, an exception will generate when the Time Administration process
runs. If the exception is not managed, you are at risk of not being paid correctly.
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Step | Action

15. | The change will be effective for the current FLSA time period only. In order to change
your default Rule Element, contact your Agency Time and Labor Administrator. For
example, you would need to select TNCOMP again the following FLSA time period
to receive comp overtime unless you notified your Agency Time and Labor
Administrator.

The Agency Time and Labor Administrator could have your default compensation
value changed. In this example, after notifying the Agency Time and Labor
Administrator, you would automatically receive compensatory time without having to
manually select it from the Rule Elements 1 field.

Several agencies have policies regarding how often non-exempt employees are able to
change their overtime compensation from cash to comp and vice versa.

16. | The Rule Element 3 field is used for certain overtime situations. This field will only
be used by the Agency Time and Labor Administrator.

My Links | Select One x| Search

My Page Payroll HR Benefits Tel ELM welcome ten_ess
=
3

Home|¥orklist| Sian ouf

Mew Window | Help | Custornize Pags | 5, |

Timesheet
MNevada Ford EmpliD: 00100277
Job Title: Empl Red Nbr: 0

@ Ciick for Instructions
ViewBy: [Week =] Date: [ozror2007 EH (2 rRenesn == Pravious Week Mext Wigek ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

From Sunday 08/19/2007 to Saturday 08/25/2007

Timesheet Overrides
Sun  Mon Tue Wed u Sat Unit of
819 820 821 822 823 824 825 Total Time Reporting Code Measure Taskgroup Task Profile ID Rule Element 1  Rule Element 3
7.5 7.5 7.5 7.5 7.5 ABAA - Scheduled Hours 332081781 FADODONDT 2
125 |75 |75 75 |78 REGS1 - Shift 1-Reg HrSWDNj 3320881 QL IFADDUDDUﬂ = ITNCOMP QI
Save for Later | Submit |

@ Roported Time Status - clickto hids

Date Status Total Time Reporting Code Comments

Sched
Hrs
0.000000 0.00

[i] Reported Hours Sumrmary - click to view

© Balances - olick tn vigw
GoTo:  Self Senice
Time Reporting

< v
&1 Done | e meemet

Step Action

17. Click the Submit button.
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Th
My Links | Select One > | Search

Horme| Warklist|Sign ou
HR Benefits Welcome ten_ess
Mew iindow | Help | Customize Pag Saved
Timesheet
Submit Confirmation
“ The Submitwas successiul
Reported Time for the \Week of 2007-08-19to 2007-08-25 is submitted
4| »
&1 Done | e meemet

18. Click the OK button.

19. | You have successfully used the Rule Element to change the overtime compensation
method from receiving cash to compensatory time.
End of Procedure.

Report and Review Overtime in a Split Week

If time is worked in excess of regular scheduled hours during a split work week, the system will
not process the overtime until after the FLSA time period is complete. This may cause
Unprocessed Overtime (UPOT) or Unprocessed Anticipated Overtime (UPAQOT) to be
generated after Time Administration runs.

Once the FLSA time period is complete and after Time Administration runs again, the UPOT
and UPAOT will convert to the corresponding overtime TRCs (ROT, POT, ANTOT, etc).

Just as the legacy system paid overtime in a split week, the unprocessed overtime will not be paid
until the following pay cycle.
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Procedure

In this lesson we will review payable time generated by reporting overtime during a split
workweek.

My Links | Select One ~| Search Gal Home | Warklist|Sign out

My Page |EEWGI HR Benefits Tel ELM Welcome ten_ess

Personalize Content Layout

Enterprise Menu [ = [l Edison News Alerts = WMy Reports

2] self Senice Mo articles current!
v awailable
[ Manager Self Serice Nu Reports To Display
F HCM Wiew 2l Articles and Sections
I ELM
¥ Enterprise Learning " "
) iy Content My Compensation History B E X

[# Content Management

| Investor Portal

| Internal Contrals Enforcer
E Portal Administration

] yorklist i Compensation History

E Application Diagnostics ¥ Review compensation history for base, variable,

@ Rpg‘:mmng '|'Do|5g and stock options.,

[ PeopleTools

ew Paycheck
Review current and prior paychecks. Report Manager

[ HCM Reporting Tools . Pp—— e & Labor EIEEE
] ELM Reporting Tools = Update Dependent/Beneficiary .
Y |,Eamp59m%% Update personal profile of employee dependents Report Time

Applicant SEVILes P

and beneficiaries. 5 Report your time and task details for a day,

— Enternrise Leaming PT8.4x week, ar time periad.
— Human Resources PT8 4x '
:E;Eg“llmhgﬁ); %Dired Deposit )

e —— =" add or update your direct deposit information. @, Request Overtime
[~ DemosSile Home P G e quast emplayes overtime raquests.
— Workspaces

— My Account Sign On
— Change by Password

" Benefits Summary = i Leave Balances/Service Credit
— My Personalizations ] 3 T Leave Balances/Longevity & Service credit/Sick
- My System Proiile Iz Benefits Summary Leave Bank Informatian

Revisw a summary of current, past or future
bensfit enrollments.

‘3] Payable Time Summary
[ View a surnmary of your payable time.

't
o ici
&j%DenendentzBeneflclar! Info

Revisw or update dependent and beneficiary
infarmation.

Job and Personal Information =

Personal Information Summary
Review & sUFMMary of your personal
infarmation.

Step Action

1. Click the Report Time link.
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My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits

welcome ten_ess

=l Repart Time

Mew window | Help | Custornize Page | &,
— Timesheet

— Mass Time
— Overtime Requests .
~ WWieb Clock Timesheet
— Absence Reguest N
evada Ford
B view Time ErmplID: 00100277
— User Preferences .
B Personal Information Jon Tie: Erpl Rea or 0
® Payroll and
Compensation @ clekfor nstructions
B penefis
B Foriomance View By: [Week =] Date: [02110r2008 [ (% Retesh) == Previqus Week Mext Week =>
Managerment Populate Time From: Schedule Information
[# Manager Self Service
# HCM Reported Hours: 0.0 Hours Scheduled Hours:  37.5 Hours

[# My Content

[ Portal Administration
[ worklist

[® Reporting Tools

® FeopleTonls

[ HCM Reporting Tools 5
[ ELM Reporting Tools Unit of

Reported time on or after 11/04/2007 is for a future period.

- Enterprise Learning PTS.4x 21 Measure Taskgroup Task Profile ID
- Hurman Resources PT8.4x s[5 5 [rs s [ AR - Sohaduled Hours TNSYTSTODEF  SFO0000111
- EacilityhlArx

- Eleetfocus s Jrs s |75 |8 - THSYTSTOEF  [EFO0000TTT |

— Chanoe v Password

- My Personalizations Submit

- My Systern Profile
@ Reported Time Status - clickto hide

Date Status Total Time Reporting Code ~~ Scr! Comments
0.000000 0.00
Li] Reported Hours Summary - click to view
@ Leave Baiance, Longeviy, Service Credit and SLB Information
GoTo:  Self Service
Time Reporting hd
1 v

Step Action
2. Click the Collapse button.

3. Even though the pay period ends on Fri 2/15, the FLSA time period does not end until
Sat 2/16.

4. In this example, the generated schedule was worked, using the Regular Hours Worked
(REGS1) TRC and the default Task Profile of SF00000111 with the following
exceptions:

Monday - 9.0 Regular Hours Total worked on the default task profile (SF00000111).

Tuesday - 2.0 Anticipated Overtime (ANTOT) hours worked on the HIGH
VISIBILITY GRANT DRCT 4 (SF00000264).

Document name.doc A.24.a.6.1
Date: 9/11/08 Page 171



State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home|Waorklist| Sign ou

Welcome ten_ess

Mew Window | Help | Custormize Paas | & =

Timesheet
MNewvada Ford EmpllD: 00100277
Job Title, EmplRcd Nbr: 0

@ Ciick for Instnuctinns

view By, |Week =] pater [ozi0s2008 (5 (2 Retiesn ] == Pravious Week Mext igek ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

Reported time on or after 11/04;2007 is for a future period.

Unit of
Measure Taskgroup TaskProfilelD  Rule Element 1 Rule Elemen

75 s [1s [15 [1s AddA - Scheduled Hours TNSYTSTDEF  SFO0000111 G
75 |75 [15 [15 [15 - TNSYTSTOEF  [sFoooo0t11 5 | a |

Submit

© Roported Time Status - lick o hids

Sched
Hrs
0.000000 0.00

Date Status Tatal Time Reporting Code Comments

[i] Reported Hours Surnrmary - click to view

@ | savs Balance Longevity, Service Credit and SLB Information

GoTo:  Manager Self Service
Time Management 4

4| y[|

Step Action

5. Click in the Mon 2/11 field.

Press [Backspace].

Enter the desired information into the Mon 5/12 field. Enter "9.0".

Click the Time Reporting Code list.
I =

9. Use the scrollbar to find the appropriate TRC, or search for the appropriate TRC by
entering the first letter of the TRC.

In this example, the TRC “REGS1-Shiftl-Reg Hrs Worked” will be used, therefore
you enter the letter “r” into the Time Reporting Code field.

10. | Click the REGSL1 - Shift 1-Reg Hrs Worked list item.

11. Click the scrollbar.

12. Click the Add a new row button.

13. | On Tue 2/12, Nevada worked 2.0 Anticipated Overtime (ANTOT) hours worked on
the HIGH VISIBILITY GRANT DRCT 4 (SF00000264).
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Step | Action

14, Click in the Tues 2/12 field.
15. Enter the desired information into the Tues 2/12 field. Enter "2.0".
16. | Click the Time Reporting Code list.

B

17. | Click the ANTOT - Anticipated OT - Shift 1 list item.

NANTOT - Anticipated OT - Shift|

18. | The Task Profile default value needs to be changed. The appropriate Task Profile ID

could be entered directly into the value field or it can be found using the Task Profile
Search button.

19. Click the Task Profile Search button.

Th
My Links | Select One: ~| Search

Home|worklist|Sign ou

Wwelcome ten_ess

Mew Window | Help | Custorize Page | a5

Task Profile ID Search

Taskgroup:  TNSYTSTDEF  TeskProfied [ Description |
Location

Source
Fund Department  Program CF User Code Project Activity

Type Category  Sub Category
[ [ [ I I
C\earSearch| Search | First | Previous |Frum 4 To 1 of 1 eyt Last

ok c |
—I ance Display Rows 100

First 4] 1 or 1 [ Last
Category Sub Category

Task Profile ID Description Fund Department Program I(_:chatiun User Code Project Activity
Task Profile 1D

Step | Action

20. | We want the returned results to list all available Task Profiles for this employee.

With all search fields blank, click the Search button.

Document name.doc A.24.a.6.1
Date: 9/11/08 Page 173




State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Step | Action

21. | Click an entry in the Task Profile ID column.
SFO0000264

22. Click the OK button.

Home|Warklist|Sign ou

Benefits

Welcome ten_ess

Mew Window | Help | Custormize Page | 5, =

Timesheet
Newvada Ford EmpliD: 00100277
Job Title: Empl Red Mbr: 0

@ ciick for Instuctinns

view By: | WWeek =] Date: [027702008 (5 (2 Retresh <= Previous Wesk MextWeek =»

Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 5 Hours
Renported time on or after 11/04:2007 is for a future period.

Sun  Mon Tue Wed Thu Unit of
o 2 2 e Reporting Code Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen

75 75 ARAA- Bcheduled Hours THSYTSTDEF  SFO0000111 2
c0 [f5 [fs [rs [ REGS1 - Shift 1-Reg Hrs Worl x TNEYTSTDEF  [sFooooot11 5| Q|
2.0 ANTOT - Anticipated OT - Shift ¥, TNSYTSTDEF |5annnnzm E| Q |

Sawe for Later | Submit |

 Reporied Time Status - clickta hide

Date Status Total Time Reporting Code af:“ Comments
0.000000 70 oo
6 Reported Hours Summary - click {0 view 0
e Leave onievity & Service C Leave Bank
4| v [
Step | Action
23. | Click the Submit button.
Document name.doc A.24.a.6.1

Date: 9/11/08 Page 174




State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search Home|Worklist| Sign ou
Welcome ten_ess
Mew Wiindow | Help | Custornize Pag Saved
Timesheet
Submit Confirmation
V The Submitwas successful
Reported Time for the YWeek of 2008-02-10to 2008-02-16 is submitted
4 »

Step Action

24. Click the OK button.
Ok

25. | At this point, Time Administration has run, so we can go look at the payable time.
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My Links | Select One: ~| Search

Timesheet
MNewvada Ford

EmpliD: 00100277

Job Title, EmplRcd Nbr: 0

@ Ciick for Instnuctinns

view By, |Week =] pater [ozri02008 (5 (2 Fetiesn =2 Previous Week MextWieek ==
Reported Hours:  41.0 Hours Scheduled Hours: 37 .5 Hours

Reported time on or after 11/04,2007 is for a future period.

2110 212 213 2M4 215 216 Taskgroup

| e 2 e A 37 5 ABAA - Sohedulsd Hours THBYTETOER
I e T T T 2.0 [ANTOT - Anticipated OT - Shifl =] TNSYTSTDER
[ [0 [ s 5 5 [ 30,0 [REGST - SRt 1-Rey Hrs Worl =] TNSYTSTDER

Submit

@ Reported Time Status - clickto hide

Date Status Total Tine Reporting Code gf:e“ Comments
021112008 Submitted 40 REGS1 750
021122008 Submitted 2.0 ANTOT 75040
02122008 Submitted 7.5 REGS1 7502
012008 Submitted 7.5 REGS1 750
0201412008 Submitted 7.5 REGS1 750 (0
024152008 Submitted 7.5 REGS1 750

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Gol! Home|Waorklist| Sign ou

Welcome ten_ess

Mew Window | Help | Custarnize Pas | &,

e |

Task Profile ID
sFooooo111

Rule Element 1 Rule Element

[sFoononze4 7 |
[eFoaonatt & |

Step

Action

26.

Click the My Page tab.
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Personalize Content Layout

Enterprise Menu
¥ Self Service
(¥ Manager Self Senvice

[ Enterprise Learning

[E My Content

[® content Management

[ Investor Portal

E Internal Contrals Enforcer
E Paral Administration

B iorklist

[ Application Diagnostics
#] Reparting Tools

¥l PeopleTools

[ HCM Reporting Tools

[ ELM Reporting Tools

— Applicant Services

— Enterprise Leaming PT8.4x
— Human Resources PT8.4x
|~ Facilityax

|- FleetFacus

— DemoSite Horme

- Watkspaces

— My Account Sign On

— Change by Password

- Wy Personalizations

— My System Profile

My Links | Select One ~| Bearch

Edison News Alerts =]
Mo articles currently available

wiewy Al Articles and Sections

My Compensation History x|
%View Paycheck

Review current and prior paychecks.

Compensation History
Review compensation history for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

ts Summary

Benefits Summary
Review a summary of current, past or future
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b e o upi demmen: e ey
infarmation,

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home|Worklist|Sign out

Welcome ten_ess

My Reports
Ho Reports To Display

Beport Manager

Report Time
A et yen o ] fal dlztitlls o @ oy
week, or time period,

E, Request Overtime
: Request employes overtime requests,

-'jj] Leave BalancesiService Credit
Leswe Balances/Longevity & Service credit/Sick
Leave Bank Information

-'jj Payable Time Summary
[ iew a surmary of your payable time.

A

b and Personal Information =

Personal Information Summary
Review a summary of your personal
information.

Step

Action

27. | Click the Payable Time Summary link.
Payable Time Summarﬂ
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El view Time
= Time and Lahaor
Launch Pad
- Manthly Schedule
Compensatory Time
Exceplions

— Payable Time Detail

- Forecasted Time
Surmmary

- Eorecasted Time
Detail

— Absence Reguest
Hizgtory

— Absence Balances

— Leave Balances
&Service credit

— User Preferences
B Personal Information
B Payroll and

Compensation
B penefis
B performance

Management
[ manager Self Service
[ HCm

Benefits

Payable Time Summary
MNevada Ford

Jok Title:

Payable Time is summarized by TRC for seven days.

Start Date [P2r10/2008 [

Payable Time From 02/10/2008 To 02/16/2008

Time

Reporting Description Twpe
Code

Shift 1-Req Hrs
Worked
Unprocessed
Overtime
Unprocessed
Anticipated OT

REGE1 Haours

UPQT Hours

UPAQT Hours

End Date  02116/2008

Curren Sun
Currency 5/yp

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

EmpliD:

Empl Red N 0

Get Rows

Gol

New Wiindow | Help

Home|Worklist|Sign ou

welcome ten_ess

| Custarnize Page | /5,

00100277

7.500000

2.000000

Thu Eri
2
6000000

1.500000

[# My Content

[# Portal Administration

[ worklist

[# Reparting Tools

[® PeopleTonls

[# HCM Reporing Tools

@ ELM Reparting Taols

- Enterprise Learning PT8.4x
- Human Resources PT8.4x
- EacilityhA

- EleetFocus

— Change Wy Fassword

- Mty Personalizations

- My Systern Profile q ﬂ

pon= I

GoTo:  Eelf Serice
Time Reporting

| Irkernet

Step Action

28. | Click the Collapse button.

29. | The time worked in excess of the regular schedule on Mon 2/11, created overtime on
Fri 2/15 (the point where Nevada exceeded 37.5 hours).

Since this is a split workweek, the overtime is coded as Unprocessed Overtime
(UPOT).

30. | Time Administration caused the Anticipated Overtime (ANTOT) reported on the
timesheet to change to Unprocessed Anticipated Overtime (UPAOT).

31. | Once the FLSA time period is complete and after Time Administration runs again,
the UPOT and UPAOT will convert to the corresponding overtime TRCs (ROT,
POT, ANTOT, etc).

32. | You have successfully reported and reviewed overtime in a split week.
End of Procedure.

Automatic Rescheduling

Overtime is calculated based on the number of hours worked in a FLSA time period. If an
employee reports hours in excess of their regularly scheduled hours and reports certain types of
leave in the same FLSA time period, the amount of leave taken will be rescheduled due to the

A.24.a.6.1
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hours reported in excess of their regularly scheduled hours. This requires the employee to use less
leave.

Procedure

In this lesson, we will view how the system automatically reschedules payable time based on the
type of reported time for Nevada Ford.

My Links | Select One: ~| Search Gol Home | worklist|Sign out

Payroll Administration Weleome ten_ess

Personalize Content Layout

Enterprise Menu = WMy Reports
[#] Self Service Mo articles currently available o
= Manager Seif Senice

& HCm igw Al Articles and Sections
[ ELM

[ Enterprise Learning

[E My Content

[® content Management

E Investor Portal

E Internal Contrals Enforcer
E Paral Administration

My Compensation History = X

View Paycheck
Review current and prior paychecks, Report Manager

B iorklist g :qu Compensation History
[ Application Diagnostics Review compensation history for base, variable, =
[ Reporting Tools and stack options. Tasks ZEEE

¥l PeopleTools
[ HCM Reporting Tools S P Time & Labor B E X
= = Update Dependent/Beneficiary 3
| LM Reporting Tools Update persona profi of employee dependerts | (51, Renart Time

SORIEENLSEMEEs and beneficiaries. Report your time and task dstails for & day,
— Enterprise Leaming PT8.4x voeelk, GIF (T EeriEs),
— Human Resources PT8.4x

:Eﬁ;ﬁ;‘qlpnhﬁﬁﬁ .%Direcl Deposit - ;
#dd or update your direct deposit information, EJ%, Request Overtime
- DemoSite Home ¥ request employes overtime requests.

- Watkspaces

— My Account Sign On
— Change by Password
- Wy Personalizations
— Wy Systern Profile

|Leave Batances Service Credit

] N Leswe Balances/Longevity & Service credit/Sick
Benefits Summary Leave Bank Information

Review a surmmary of current, past or future

benefit enrollments.

ts Summary 2]

Payable Time Summary
Wiew a surmmary of your payable time.

JJ"(B Dependent/Beneficiary Info
& b e o upi demmen: e ey
infarmation,

Job and Personal Information =

Personal Information Summary

eview a summary of your personal

Step Action
1. Click the Report Time link.
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The
My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Benefits Administration

Welcore ten_pss

=l Repart Time
— Timesheet

Mew Window | Help | Custormize Paas | & =

— Mass Time
— Overtime Requests Timesheet
— Weh Clock
— Absence Reguest Nevada Ford EmpliD: 00100277
?UV;ZY"FT‘W Job Title Ermpl Red Nbr: 0
B personal Information
& Payroll and @ Click for Instructions
Compensation
& Banetts view By [Waek =zl pate: 070812007 [ (2 retiesh ) == Previous Veek Mext Week ==
B Performance Populate Time From: Schedule Information
Managerment
[# Manager Self Service Reported Hours: 0.0 Hours Scheduled Hours:  37.5 Hours
[ HCm
[# My Content

3 worklist

@ Reporting Tools Sun  Mon Tue Wed Thu Fri  Sat Unit of
® FeopleTonls

[F HCM Reporting Tools

78 79 o 7M1 M2 M3 74 Total Time Reporting Code Measure Taskgroup Task Profile ID}

51 ELM Reparting Toals l— IT 75 [15 [f5 [i5 ARAA - Scheduled Hours FSMNONCATSI  PSNOMCATSI
— Enterprise Learning FT8.4x
e vl e el a2 e e—

I~ EacilityhlAx
- FleetFocus Save for Later | Submit |

— Chanoe v Password
- My Personalizations

-ty Sy N . .
1 Syslom Profil O Roparted Time Status - clickta hide
Date Status Total Time Reporting Code 52! Comments
0.000000 o.oo
O Reported Hours Surmmary - click to view
o Leave B ongevity & Service Credit: k Leave Bank e
G0 To Self Service
Time Reporting 2
4] y[|

Step Action

2. Click the Collapse button.

3. The employee worked time in excess of her regularly scheduled hours on Monday
(10.5 hours total) and Tuesday (11.5 hours total), but took annual leave on Friday.
Assuming the overtime request was completed, we need to adjust the reported time on
the timesheet.

4, Click in the Mon 7/9 field.

Enter the desired information into the Mon 7/9 field. Enter "10.5".

Click in the Tue 7/10 field.

Enter the desired information into the Tue 7/10 field. Enter "11.5".

Click in the Fri 7/13 field.

9. Press [Backspace] to delete the hours reported for the day.

10. | Click the Time Reporting Code list.
l &
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Step

Action

11.

Find the desired information from the Time Reporting Code list.

To quickly navigate to a letter of the alphabet, enter that letter. To navigate to REGS1
(Regular Hours Worked - 1st Shift), enter "'r."

12.

Click the REGSL1 - Shift 1-Reg Hrs. Worked list item.

|REGS1 - Shift 1-Reg Hrs. worl

13.

Click the scrollbar.

14.

Click the Add a new row button to add a new row to report the annual leave.

My Links | Select One ~| Search

Guest

Home|Worklist| Sian ouf

Benefits

Administration welcome ten_ess

Mevswindow | Help | Custornize Page | & 2

Timesheet
Mevada Ford ErnpliD: 00100277
Job Title: EmplRed Nbr: 0

@ ciicktor instructions

ViewBy: [Week =] Dpate: [ommannoT 5 (2Renen <= Previous Week et Week ==
Populate Time From: Schedule Infarmation

Reported Hours: 0.0 Hours Scheduled Hours: 37 5 Hours

From Sunday /2007 to Saturday 07/14:2007
(" Timesheet |
Sun  Mon Tue Wed Thu Fri Sat Unit of

718 79 M0 1 IM12 I3 714 Total Time Reporting Code Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen
75 [fs [rs 15 [is AAMA- Scheduled Hours PSMONCATS|  PSNONCATSIF]
10 [11s [r5 [rs REGE1 - Shift 1-Reg Hrs. Wior ¥ PEMONCATS  [PsmoncATSIED [ a |
] = PSMONCATS!  [PsHoncaTSIFT [ Q|
Save for Later | Submit |
© Reported Time Status - clickta hide
Date Status Total Time Reporting Code af:“ Comments
0.000000 oo
(i} Reported Hours Summary - click i view |
L T ongesity & Service ¢ Leave Bank
GoTo:  Self Serice -
4] v
Step Action
15. | Click in the Fri 7/13 field.
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My Links | Select One: ~| Search

Guest

Gol

Home|Worklist|Sign ou

Administration Welcome ten_ess

Mew Window | Help | Custormize Paas | & =

EmpliD: 00100277

Empl Red Mbr: 0

@ Ciick for Instnuctinns

Mon Tue Wed Thu Fri Sat

719

10 7M1 M2 713 74 Total

[ s s s s s [ AARA- Scheduled Hours PENONCATS)  PEMONCATEIF]
[ [os [is 5 s [ [ [REBS1 - Shin 1-Reg Hrs. war =] PSNONCATS!  [PSNONCATSIF | Q]
|l I ! et = PSNONCATSI  [PENONCATSIET | Q|
Save for Later | Submit |
© Reparted Tims Status - lickta hide
Date Status Total Time Reporting Code 3?29" Comments
0.000000 .00

O Reported Hours Surnmar - click to view

o Leave BalancesiLongesity & Service Credits/Sick Leave Bank

GoTo:  SelfSemice
4

view By, |Week =]  pate [o7EZ007 [ (2 Retesh =2 Previous Week Mest Wigek ==
Populate Time From: Schedule Information

Reported Hours: 0.0 Hours Scheduled Hours: 37 .5 Hours

From Sunday 0 07 to Saturday 07/14/2007

Timesheet

Unit of

Time Reporting Code Measure Taskgroup Task Profile ID Rule Element 1 Rule Elemen

Step

Action

16.

Enter the desired information into the Fri 7/13 field. Enter "7.5".

17.

Click the Time Reportin

| |

Code list.

18.

Click the scrollbar.

19.

[&L- Annual Leave |

Click the AL - Annual Leave list item.

20.

Click the Submit button.
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My Links [Select One: =] search Home|worklist|Sign ou
Guest Administration Wwelcame ten_ess
Mew Wiindow | Help | Custornize Pag Saved

Timesheet

Submit Confirmation

V The Submitwas successful

Reported Time for the YWeek of 2007-07-08 to 2007-07-14 is submitted
4 »

21. Click the OK button.

22. | After submitting the time, the status changes to Submitted, and we have to wait for
Time Administration to run before the supervisor can approve the time. Remember,
Time Administration is the batch process that will run against the rules to verify
timesheet accuracy and eligibility. This process is scheduled to run nightly.

At this point, Time Administration has run, so we can go look at the payable time.
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My Links | Select O ~| Search

Guest
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Gol

Home|Worklist|Sign ou

Welcome ten_ess

Mew Wiindow | Help | Custormize Page | o5 2

00100277

1}

@ Ciick for Instnuctinns

== Pravious Week

MextWeek ==

View By, [Week =] pate: [D7mE2007 (5 (2 Fetiesn
Reported Hours: 44 5 Hours Scheduled Hours: 37 .5 Hours
From Sunday 07/08/2007 to Saturday 07/14/2007

Mon Tue Wed Thu

712

710 7M1

‘0 Beported Hours Summary - click o view

4

L Taskgroup Task Profile ID Rule Element 1 Rule Elemen
o0 [fs s [rs rs s oo 37.5 AAAA- Stheduled Hours PSMONCATS|  PSMONCATSIF
7.5 7.5 [AL- Annual Leave 2 PSHONCATS!  [PSNONCATSIFT | a
105 [115 [r5 [rs 37.0 |REGS1 - Shift 1-Reg Hrs. Wior = PSHONCATS!  [PSNONCATSIFT | a
Sawe for Later | Submit |

@ Reported Time Status - clickto hide
Date Status Total Time Reporting Code S comments
07/09i2007  Submitted 10.5 REGS1 750 2
07002007 Submitted 11.5 REGS1 75002 oy
07/11i2007  Submitted 7.5 REGS1 75002
070202007  Submitted 7.5 REGS1 750
07/13i2007 Submitted 7.5 AL 75002

Step Action

23. | Click the My Page link.
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Personalize Content Layout

Enterprise Menu
¥ Self Service
(¥ Manager Self Senvice

[ Enterprise Learning

[E My Content

[® content Management

[ Investor Portal

E Internal Contrals Enforcer
E Paral Administration

B iorklist

[ Application Diagnostics
#] Reparting Tools

¥l PeopleTools

[ HCM Reporting Tools

[ ELM Reporting Tools

— Applicant Services

— Enterprise Leaming PT8.4x
— Human Resources PT8.4x
|~ Facilityax

|- FleetFacus

— DemoSite Horme

- Watkspaces

— My Account Sign On

— Change by Password

- Wy Personalizations

— My System Profile

My Links | Select One ~| Bearch

Edison News Alerts
Mo articles currently available

wiewy Al Articles and Sections

My Compensation History

%View Paycheck

Review current and prior paychecks.

Compensation History
Review compensation history for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

ts Summary

Benefits Summary
Review a summary of current, past or future
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b e o upi demmen: e ey
infarmation,

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home|Worklist|Sign out

Welcome ten_ess

My Reports
Ho Reports To Display

Beport Manager

Report Time
A et yen o ] fal dlztitlls o @ oy
week, or time period,

E, Request Overtime
: Request employes overtime requests,

-'jj] Leave BalancesiService Credit
Leswe Balances/Longevity & Service credit/Sick
Leave Bank Information

-'jj Payable Time Summary
[ iew a surmary of your payable time.

A
b and Personal Information =

Personal Information Summary
Review a summary of your personal
information.

Step

Action

24. | Click the Payable Time Summary link.
Payable Time Summary
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Home|worklist|Sign ou

Payroll HR Benefits 3 i Guest
4

Administration Welcome ten_sss
ET view Time
= Time and Lahor
Launch Pad

~ Monthly Schedule Payable Time Summary
— Compensatory Tirme
Mevada Ford EmpliD: 00100277

Mew Window | Help | Customize Pags | =)

Job Title: Empl Red Mbr: 0

— Payable Time Detail

— Eorecasted Time Payable Time is summarized by TRC for seven days. There is no payable time for the date selected
Surmmary

- Eorecasted Time
Detail Start Date [P7152007 ) Enapate 0772112007 Gel Rows

— Absence Reguest
History Payahle Time From 07/15/2007 To 07/21/2007

Time .
— Leave Balances i inti Sun Mon Tue Wed Thu Fri Sat Total
Ao s Beporting Destriotion Tane CUTONY Gng g M7 Mg ZA9 720 721 Quandly

— User Preferences

B Personal Information

B Payroll and
Compensation

& Benafils GoTo.  SelfSemice

B Performance
Management Time Reporting

— Absence Balances

[# Manager Self Service

[ HCm

[# My Content

[ Portal Administration

[ worklist

[® Reparting Tools

[® PeopleTools

[# HCM Reporting Tools

@ ELMW Reparting Taols

- Enterprise Learning PT8.4x
- Hurman Resources PT8.4x
- EacilityhA

- FleetFocus

— Chanoe Wy Password

|~ Mty Personalizations
— My System Profile

Step Action

25. | Click the Collapse button.

26. Click the Choose a date button.

27. Click the 8 link.

28. Click the Get Rows button.

29. | On the Payable Time Summary screen, notice the system automatically rescheduled
the employee's time.

Since the employee worked excess hours on Monday and Tuesday but did not exceed
the standard scheduled hours for the FLSA time period, the annual leave hours were
reduced to 0.5 hours even though she was off the entire day.
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Action

The following TRCs will be rescheduled:

TRC Description

AAL - Anticipated Accrued Annual Leave
AL - Annual Leave

ALWO - Annual Leave Without

ASL - Anticipated Accrued Sick Leave
CL - Compensatory Leave

EDU - Education Lv With Pay
EDUWO - Education Leave Without
EXTWO - Extended Leave Without
LWOP - Current Without Pay

MILWO - Military Leave Without
SCLWO - Seasonal Closure

SEPWO - Separation Without

SL - Sick Leave

SLWO - Sick Leave Without

TERAL - Terminal Leave - Annual
TERCL - Terminal Comp Leave

31.

Sick Leave will not be rescheduled if a doctor's note is provided to your supervisor
and if you use the SLOVR - Sick Leave Override TRC.

32.

You have successfully viewed the system automatically rescheduling reported time.
End of Procedure.
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dison

My Benefits

Health Care Summary - Review
Edison allows employees to review their Health Plan Coverage using Self Service.

Health Care Summary provides the details for different types of benefits, such as Medical or
Dental.

Procedure
In this lesson, you will learn to review your Health Care Summary information.

Steve Addams will be used as an example in this lesson.

My Links | Select One x| Search

Guest Administration welcame ten_trn_ha

Home |worklist|Sign out

Personalize Content Lawout

Enterprise Menu E E W My Compensation History Time & Lahor B E X
[# Employee Self Senvice p View Paycheck E;‘@ Report Time

Review current and prior paychecks. Report your time and task details for @ day,
week, or time periad,

‘Is;-ﬂkumgensatinn History .
WV Review compensation history for base, variable, Q% Request Absence
and stock options, % ¥ Request an absence,

%Direct Deposit Q’% Request Overtime
add or update your direct deposit information. ¥ Request employee overtime requests,

Yiews Leave and Comp Balance
Wiew annual, sick and compensatory leave
balances.,

=7!J] Payable Time Status
(s

Wiew details of your payable time.

Job and Personal Information [ER=RE

@ Personal Information Summar:

Rewiew a summary of your personal

information.
B [ @ -
Step | Action
1. Begin by clicking the Employee Self Service link.
[H Employee Self Service|
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& Time Reporting

B Personal Information

& Payroll and
Compensation

B penefits

B performance
Management

[# Manager Self Service

[ HCm

[# My Content

[# Portal Administration

[ worklist

[# Reporting Tools

[ FeopleTools

[ HCM Reporting Toals

[# ELM Reporting Tools

[~ EacilityAx

- ElestFocus

— Change My Password
- My Personalizations
— My System Profile

- Enterprise Learning FT8.4x
- Human Resources PTS.4x

Benefits

Employee Self-Service

 Time Reporting
Report and review your time, schetules,
request absences and mare
Report Time
wigwy Time
ElUser Preferences

| Benefits
Review health, insUrance, savings, pension or
ather henefits information. Review and update
depenent and bensticiary personal
information.

Benefits Information

Dependents and Henefiviaries

Benefits Sumimary

£ hore...

My Links | Select O ~| Search

Guest

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Self Service transactions inclusle: brovsing and searching the catsloy, enraling and viewing your learning transcript

| Personal Information
Review and upcate persanal information
ElPersonal Information Summeary:
Home and Mailing Address
ElPhone MNumbers
EMore..

Performance Management
Access your performance and developmert
documents, and evaluations you have done
for others.

by Performance Documents

Welcome ten_trn_ha

Edlit "Employee Self-Service" Folder

Payroll and Compensation

Review your pay and compensation history.
Updste your direct deposit and cther
decuction or contribution information.

11 More.

U [ e ket

Step Action

2. Click the Benefits link.

Benefis)
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B Time Reporting

B Personal Information

& Payroll and
Compensation

B penefits

B performance
Management

[# Manager Self Service

[ HCem

[# My Content

[# Portal Administration

[ worklist

[# Reporting Tools

[ FeopleTools

[ HCM Reporting Toals

[# ELM Reporting Tools

- Enterprise Learning FT8.4x

- Human Resources PTS.4x

[~ EacilityAx

- ElestFocus

— Change My Password

- My Personalizations

— My System Profile

Benefits

Benefits

Revigw heslth, insurance, savings, pension or other

| Benefits Information

Review health, insUrance, savings, pension or
other henefits information.

[ElHesith Care Summary.
Savings Summary.
Savings Contribution Summary
3 hiore

Life Events

Iritizte  life. svent to record your marriage or

the kirth ar adoption of your child

= Birth/A doption

Eluarriage

E" Benefits Enrollment
Enroll in benefits.

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home|Worklist|Sign ou

Guest Welcome ten_trn_ha

Ecit "Bensfits" Folder
benetits information. Review and updste dependent and bensficiary personal informstion.

| Dependents and Beneficiaries
Review and update dependert and
heneficiary personal information.

= Dependent/Beneficiary Coverage

Heatth Care Dependent Summary.
nsurance Beneficiary Summary

Savings Beneficiary Summary

Benefits Summary
Review a summary of current, past or future
beneftt enroliments

ﬁ" Dependent/Beneficiary Info
Review or update dependent and beneficiary
information

E" Insurance Summal
Review a summary of your ffe and AD&D
insurance

E" TN Deferred Comp Enroliment
TN Detarred Compensation Enroliment

| Irkernet

Action

Click the Benefits Information link.
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Benefits Guest

& Time Reporting
B Personal Information

Benefits Information

& vorklist andt activiy for & calendar yesr. bensfits
[# Reporting Tools

[ FeopleTools

[ HCM Reporting Toals

[# ELM Reporting Tools

- Enterprise Learning FT8.4x
- Human Resources PTS.4x
[~ EacilityAx

- ElestFocus

— Change My Password

- My Personalizations

— My System Profile

My Links | Select O ~| Search

Savings Contribution Summal
Review & summary of your savings plan Review the percentages or amourts

& Payroll and . . . .
Campensation Revigw heatth, insurance, savings, pension or other benetits information.
B Benefits = Health Care Summa = Savings Summary
® Performance E Reviews a summary of your health care
Management enrollments. enroliments
[# Manager Self Service
[ HCm
[ My Content E Hexible Spending Accounts E Pension Estimates
# Portal Administration Review your flexible spending account status

Calculate an estimate of your pension

State of Tennessee — Edison Project

End User Training Manual — Employee Self Service

Home|worklist|Sign ou

Welcome ten_trn_ha

Eclit "Benefits Information" Folder

contributed to your savings plans

E" Absence Balances

“iew ahsence balances detail

| [ e meemet

Step Action

4. Click the Health Care Summary link.
Eealth Care Summam
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Payroll Benefits 3 i Guest
4
=l Benefits Infarmation

Welcome ten_trn_ha

— Savings Surmmary

— Savings Contribution
Summary Health Care Summary

— Flexible Spending
Artounts Steve Addams
Pension Estimates

Absence Balances
[# Dependents and

Beneficiaries OB/2002007 Go

B Life Events
— Benefits Surnmary Type of Benefit Plan Description Coverage or Participation
— DependentBeneficiary

Info Medical g:ﬂl}_&rg}:—mh HMO TriCty Family

To wiews your benefits as of another date, enter the date and click Go:

— Insurance Surnmary

— Benefits Enrollment Dental Delta Preferred Pre-Tax Employee plus 1
— Thl Deferred Gomp Wielness Wellness Program single
Enraliment Ernployee Assistance
® Performance Employee Assistance Program Frogram Family
Management
[# Manager Self Service Mental Health Substance Abuse X;Sil Health Substance Family
[Tell]

[E My Content

E Portal Administration
[ wiorklist Goto:
[E Reporting Tools

[F PeopleTools

El HCM Reparting Tools

[# ELM Reparing Tools

— Enternrise Learning PTE 4%
— Hurnan Resourtes PT&.4x
— Eacilitvtite

— FleetFocus

— Change bty Password

— My Personalizations

— My System Profile

Health Care Dependent Sumrmary

I
Step Action
5. Click the Collapse button.
Document name.doc A.24.a.6.1

Date: 9/11/08 Page 193




State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

an ouf

My Links | Select One: ~| Search

Guest

Home|Worklis

Administration

Welcome ten_trn_ha

Mew Window | Help | Customize Pags | =)

Health Care Summary
Steve Addams

Towiew your benefits as of another date, enter the date and click Go:

o |

Type of Benefit Plan Description Coverage or Participation
Medical United Hith HMO Tricty Family
— Pre-Tax
Dental Delta Preferred Pre-Tax Emplovee plus 1
Wwellness Wellness Program Single
Emplovee Assistance Program Emplayee Assistance Family
Program
Mental Health Substance Abuse e (et G eiEnEe Family
Abuge
Go to:
Health Care Dependent Summary
& LT[ (e

Step Action

6. Edison will default this date to the Current Date.

If you want to view the details of the Health Care Summary for another date, enter
the appropriate date and click Go.

For this example, we will leave the default date.
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My Links [Select One: =| search Home|Worklist|Sign out
Guest Administration Welcome ten_trn_ba
Mew Window | Help | Customize Pags | =)
Health Care Summary
Steve Addams
Towiew your benefits as of another date, enter the date and click Go:
DB/20i2007 Go
Type of Benefit Plan Description Coverage or Participation
" United Hith HMO Tricty
Medical BiES Farnily
Dental Delta Preferred Pre-Tax Emplovee plus 1
Wwellness Wellness Program Single
Emplovee Assistance Program Emplayee Assistance Family
Program
Mental Health Substance Abuse e (et G eiEnEe Family
Abuge
Go to:
Health Care Dependent Summary
& LT[ (e
Step Action
7. This section details the Type of Benefit, Plan Description and Coverage.

Type of Benefit refers to different types of health benefits available to an employee,
such as medical or dental.

Plan Description gives a more detailed description of the plan.

Coverage or Participation depends upon the health care requirements of the
individual. Some types include Individual and Family.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest

Administration Welcome ten_trn_ha

Mew Window | Help | Customize Pags | =)

Health Care Summary
Steve Addams

Towiew your benefits as of another date, enter the date and click Go:

/202007 6|

Type of Benefit Plan Description Coverage or Participation
Medical United Hith HMO Tricty Family
— Pre-Tax
Dental Delta Preferred Pre-Tax Emplovee plus 1
Wwellness Wellness Program Single
Emplovee Assistance Program Emplayee Assistance Family
Program
Mental Health Substance Abuse e (et G eiEnEe Family
Abuge
Go to:
Health Care Dependent Summary
& LT[ (e

Step Action

8. Click on the Medical link in the Type of Benefit column to see the details for the
Medical Plan Benefit.

hledical
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ten_trn_ha

Guest Administration

Mew Window | Help | Customize Pags | =)

Medical

Steve Addams
To wiew your benefits as of another date, enter the date and click Go.

[peranizon? oo |

Plan Name: United Hith HMO TriCty Pre-Tax
Plan Provider: United HealthCare
Coverage: Family

Group Number: FAD518227

Customer Senvice: Ext:
Covered Dependents
Name Relationship
Susan Addams Spouse

Additional Information

Return to Health Care Summary

| Irkernet

2] Done |

Step Action

9. The specific details of Steve's medical plan are outlined below.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Welcome ten_trn_ha

Administration

Guest

Mew Window | Help | Customize Pags | =)

Medical

Steve Addams
To wiew your benefits as of another date, enter the date and click Go.

[peranizon? oo |
pedica |

Plan Name: United Hith HMO TriCty Pre-Tax
Plan Provider: United HealthCare
Coverage: Family

Group Number: FAD518227

Customer Senvice: Ext:
Covered Dependents
Name Relationship

Susan Addams Spouse

Additional Information

Return to Health Care Summary

| Irkernet

2] Done |

Step Action

10. | The Covered Dependents section lists the employee's dependents and their
relationship to the employee.

A.24.a.6.1
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Home|worklist|Sign ou

My Links | Select One: ~| Search

Administration

Welcome ten_trn_ha

Guest

Mew Window | Help | Customize Pags | =)

Medical

Steve Addams
To wiew your benefits as of another date, enter the date and click Go.

[peranizon? oo |
pedica |

Plan Name: United Hith HMO TriCty Pre-Tax
Plan Provider: United HealthCare
Coverage: Family

Group Number: FAD518227

Customer Senvice: Ext:
Covered Dependents
Name Relationship
Susan Addams Spouse

Additional Information

Return to Health Care Summary

2] Done | [ e meemet

Step Action

11. | Click the Return to Health Care Summary link.

[Return to Health Care Surmrmany

12. | To review details for the other listed benefit types (i.e., Dental, Wellness, etc..) you
would click on the appropriate links.
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My Links [Select One: =] search Home|worklist|Sign ou
Guest Administration Welcome ten_trn_ba
Mew Window | Help | Customize Pags | =)
Health Care Summary
Steve Addams
Towiew your benefits as of another date, enter the date and click Go:
Geioonr 5 oo |
Type of Benefit Plan Description Coverage or Participation
Medical United Hith HMO Tricty Family
— Pre-Tax
Dental Delta Preferred Pre-Tax Emplovee plus 1
Wwellness Wellness Program Single
Emplovee Assistance Program Emplayee Assistance Family
Program
Mental Health Substance Abuse e (et G eiEnEe Family
Abuge
Go to:
Health Care Dependent Summary
& LT[ (e

Step Action

13. | You have successfully completed reviewing your Health Care Summary
information.
End of Procedure.

Health Care Dependent Summary - Review
Edison allows employees to review their Health Care Dependent Summary using Self Service.

Health Care Dependent Summary provides details about your dependent's Health Care Benefit
plan as of the current date or any previous date.

Procedure

In this lesson, we will learn how to review the Health Care Dependent Summary for your
dependent.

Steve Addams will be used as an example in this lesson.
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My Links | Select One ~| Bearch

Home|Worklist|Sign out

Payroll HR Benefits

Welcome ten_trm_ba
Personalize Content Layout

Enterprise Menu E E My Compensation History Time & Labor
[# Employee Self Senvice %View Paycheck Report Time
A it gen o e tasl detstil G @ dlog,

week, or time period,

Review current and prior paychecks.

;]j] Compensation History -
¢ ) Renfior exmpansciien hkmmy far e, vari, Q’% Request Absence
and stock options ¥ nequest an ahsence

i

%Direct Deposit B, Request Overtime
=" add or update your direct deposit information. ¥ Request employes overtime requests,

| view Leave and Comp Balance
View annual, sick and compensatory leave
balancas,

J‘-'jj Payable Time Status
Y wiew details of your payable tirme.,

Job and Personal Information =

ersonal Information Summary
swiew & surmary of your personal

5 B T Y -
Step Action
1. Begin by clicking the Employee Self Service link.
[H Ermployees Self Service]
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou
Benefits Wwelcome ten_trn_ba
& Personal Information Employee Self-Service Esit "Emploves Self-Service” Folder
& Payroll and . . . =
Compensation Self Servics transactions includs: brovesing and searching the cataloy, snroling and viswing your lesrming transcript
B Benefits | Time Reporting ! Personal Information Payroll and Compensation
& Performance Repart and review your time, schedules, Review andl update personal infarmation Review your pay and compensstion histary.
Management request sbsences and mare e o= T Gt Upelgte your direct depostt and cther
[ Manager Self Service Report Time FlHome and Maiing Address decuction ar contribution information
@ Hem View Time ElPhone Numbers =i Pavcheck
[ My Content ElUser Preferences 6 Mare iew Payslips
[ Fortal Administration T
E worklist WA
¥ Reporting Taols | Benefits = | Performance Management
# PeopleTools Review health, insurance, sawings, pension or Access your performance and development
3 HCM Reporting Tools cther benefits information. Review: and upcate documents, and evaluations you have done
[ ELM Reporting Tools dependant and beneficiary parsonal for others.
— Enterprise Learning PT8.4x information. Wy Performance Documents
- Human Resources PT8.4x Benefits Information
I— EacilityhlAx Dependents and Beneficiaries
- FleetFocus ElBenstits Summar
— Change My Password Shiore...
- My Personalizations
- My Systern Profile
& [T (e

Action

2. Click the Benefits link.
Benefits

3. Click the Dependents and Beneficiaries link.
Eegendems and Beneficiaries

4. Click the Health Care Dependent Summary link.
Eealth Care Dependent Summa@
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Th
My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Benefits

Administration

Welcome ten_trn_ha

=l Dependents and
Beneficiaties
— DependentBeneficiary
Cowerage

Mew Window | Help | Customize Pags | =)

Health Care Dependent Summary

[8] ent Summary
Insurance Beneiciary Steve Addams
Surnmary
— Gavings Benefician Click the link to view your dependents by their name or type of beneft,

Surmmary
& Life Events To view your benefits as of another date, enter the date and click Go

— Benefits Summa 10/ 072007 Go

— DependentBenefciary
Infa
— Insurance Surnrmary Dependent's b Mame
— Taiﬁlngggrfggug?; 1 Type of Benefit Description Name Relationship
Enroliment Medical Lnited HIth HMO THCY o, 54 gdams
B Perfarmance Fre-Tax
Management
[# Manager Self Service
[ HCm
[# My Content
[# Portal Administration
[ worklist
[® Reparting Tools
[® PeopleTonls
¥ HCM Reporting Tools
[ ELM Reparting Tools
- Enterprise Learning PT8.4x
- Human Resources PT84«
— EacilityhiAr
- EleetFocus
— Chanoe Wy Pagsword
- My Personalizations
— My System Profile

Spouse

Step Action

5. Click the Collapse button.

6. Edison will default this date to the current date.

To view the Health Care Dependent Summary for another date, enter the date and
Click Go.

7. The information displayed in the Health Care Dependent Summary section
summarizes the dependent's health benefit information with the details of Type of
Benefit, Description (of benefit), Name (of dependent), and Relationship (to

employee).
8. Click Susan Addams in the Name column to see more specific information about her.
9. The Dependent/Beneficiary Personal Information section displays information such

as Name, Gender, Date of Birth, and SSN (Social Security Number).

NOTE: Edison is not the system of record for Beneficiaries.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcome ten_trn_ha

Mew Window | Help | Custormize Paas | & =

Dependent/Beneficiary Personal Information

Steve Addams

DependentiBenefician's personal information as of Oct 10, 2007, Click Edit at the hottom af this
page to update this information.

Personal Information

First Name: Susan
Middle Name:

Last Name: Addams

Name Prefix:

Name Suffix:

Gender: Female

Date of Birth: 0912¢1954

SSN: §999-33-9939 (3acial Security Mumber)

Relationship to Employee:  Spouse

Status Information —

Marital Status: Married
Student: MNo
Disabled: Mo
Smoker: Mo

[ Same Address as Emplovee

Country: United States h
2] Done | [ e meemet

Step Action

10. | Click the navigation bar to view the rest of the information.

11. | Although it states you can update dependent information by clicking the Edit button,
the State of Tennessee will not be utilizing this functionality. Updating dependent
information will be administered by Benefits Administration.

12. | Click the Return to Health care dependent summary link.

[Return to Health care dependent summary

13. | You have successfully completed reviewing you Health Care Depedent Summary.
End of Procedure.

Dependent/Beneficiary Coverage - Review

Edison allows employees to see the benefits coverage that they have selected for themselves and
for their dependents using Self Service. It will also show them whether the requested changes
have been made.

The employee can see the benefits in effect currently as well as for a prior period.
Note: In the Edison system, the Dependent/Beneficiary label is always grouped together.

However, Edison is not the system of record for beneficiaries. To change your savings
beneficiary information you must contact Great-West.
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Procedure

In this lesson, you will learn how to review the types and amount of insurance coverage for your
dependents.

Steve Addams will be used as an example in this lesson.

My Links | Select One: x| Search Gol Home | Worklist|Sign out

Guest Administration welcome ten_trn ba
Personalize Content Lawout

Enterprise Menu E E W My Compensation History Time & Lahor B E X
# Ernployee Self Service %

View Paycheck E‘ Report Time
2view current and prior paychecks. 2D Repart your t

Report your time and task details for @ day,
week, or time periad,

E== q A
“!-"."Dl Compensation History -
I Review comeznsation history for base, variale, | | Tl Reauest absence

and stack options Request an absence,

%Direct Deposit Q’% Request Overtime
Add or update your direct deposit information. Reguest employee overtime regquests,

& ﬂ] Yiews Leave and Comp Balance
h Wiew annual, sick and compensatory leave
balances.,

':;m] Payable Time Status
Y4 Wiew details of your payable time.

Job and Personal Information [ER=RE

@ Personal Information Summar

Rewiew a summary of your personal
infarmation,

|4 Irternst

Step | Action

1. Click the Employee Self-Service link.

[# Ernploves Self Service|
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B Personal Information
& Payroll and
Compensation
B penefits
B performance
Management
[# Manager Self Service
[ HCm
[# My Content

Benefits

Employee Self-Service

Self Service transactions inclusle: brovsing and searching the catsloy, enraling and viewing your learning transcript

 Time Reporting
Report and review your time, schetules,
request absences and mare
Report Time
wigwy Time
ElUser Preferences

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

| Personal Information
Review and upcate persanal information
ElPersonal Information Summeary:
Home and Mailing Address
ElPhone MNumbers
EMore..

Gol Home|Worklist|Sign ou

Welcome ten_trn_ha

Edlit "Employee Self-Service" Folder

Payroll and Compensation

Review your pay and compensation history.
Updste your direct deposit and cther
decuction or contribution information.

igw Paycheck
igw Payslips

[ Fortal Administration = Hiew Payslp GBR
(3 worklist 1 bore..

[ Reporting Taols ! Benefits ’ Performance Management

# PeopleTools Review health, insurance, sawings, pension or Access your performance and development

[ HCM Reporting Toals ather benefits information. Review: and upciate documents, and evsluations you have done

[ ELM Reporting Tools dependant and beneficiary parsonal for others.

- Enterprise Learning FT8.4x information. My Performance Documerts

- Human Resources PT8.4x Benefits Information

I— EacilityhlAx Dependents and Beneficiaries

- EleetFocus ElBenetts Sumimary

— Change My Password Shiore...

- My Personalizations

- My Systern Profile

2] U [ e ket

Action

2. Click the Benefits link.

3. Click the Dependents and Beneficiaries link.

Eegendems and Beneficiaries

4. Click the Dependent/Beneficiary Coverage link.

!!egendenﬂﬁeneﬁciag Coverage
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Home|Worklist|Sign ou

Benefits x| i Guest Welcome ten_trn_ha

=l Dependents and
Beneficiaries

Health Cars Dependent/Beneficiary Name Type of Benefit

Cependent Summary Susan Addams Spouse
© heutance ensieiay Medical United Hith HMO TrCty Fre-Tax
—%eneﬁma Basic Life Employee Basic Life SB10

Surnmary Basic ADand D Empl Basic ADED <65 EB10

B Life Events Dep Basic ADand  Dep Basic AD&D Spouse <65
— Benefits Summary D gB10
— DependentBenefciary
Infin Eﬁgendentﬂas\c Cependent Basic Life
— Insurance Surmrmary
— Benefits Enrollment Optional AD and O
— Tl Deferred Cornp
Enrollment Dependent Optional Dep Optional AD&D Spouse
@ Perfarmance ADand D 5813
Management 4011k) 401K far Semi-Monthly Payrall
[# Manager Self Service
[ HCm
[# My Content
[# Portal Administration Goto: Dependent/Beneficiary Summary
[ worklist
[® Reparting Tools
[® PeopleTonls
¥ HCM Reporting Tools
[ ELM Reparting Tools
- Enterprise Learning PT8.4x
- Human Resources PT84«
— EacilityhiAr
- EleetFocus
— Chanoe Wy Pagsword
- My Personalizations
— My System Profile

Optional Special Sng AD&D
SB

&1 Done | | | | | @ oneme

Step Action

5. Click the Collapse button to enlarge the screen.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcome ten_trn_ha

Mew Window | Help | Customize Pags | =)

Dependent and Beneficiary Coverage Summary
Steve Addams

To views your benefits as of another date, enter the date and click Go.

061252007 e |

Dependent/Beneficiary Name Relationship Type of Benefit Description

Susan Addams Spouse
Medical United Hith HMO TriCty Pre-Tax
Basic Life Employee Basic Life 5810

Basic AD and D Empl Basic AD&D <69 5810

Dep Basic AD and  Dep Basic AD&D Spouse <65
D 5810

Dependent Basic

Life Cependent Basic Life

Optional AD and D ggtwmna\ Special Sng ADED

Dependent Optional Dep Optional AD&D Spouse
ADand D

4010k 401K for Semi-Manthly Payrall

Goto: DependentBeneficiary Sumrmary

& LT[ (e

Step Action

6. Edison automatically displays the Dependent and Beneficiary Coverage Summary
as of the current date.

If you need to see the benefits as of a prior date, enter the Date in the Date Field and
Click Go.

For this example, we will retain the default date.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest Administration

Welcome ten_trn_ha

Mew Window | Help | Customize Pags | =)

Dependent and Beneficiary Coverage Summary
Steve Addams

To views your benefits as of another date, enter the date and click Go.

061252007 e |

Dependent/Beneficiary Name Relationship Type of Benefit Description

Susan Addams Spouse
Medical United Hith HMO TriCty Pre-Tax
Basic Life Employee Basic Life 5810

Basic AD and D Empl Basic AD&D <69 5810
Dep Basic AD and  Dep Basic AD&D Spouse <65
D 5810

Dependent Basic

Life Cependent Basic Life

Optional AD and D ggtmna\ Special Sng ADED

Dependent Optional Dep Optional AD&D Spouse
ADand D

4010k 401K for Semi-Manthly Payrall

Goto: DependentBeneficiary Sumrmary

& LT[ (e

Step Action

7. The Dependent and Beneficiary Coverage Summary section lists all your
dependents and the coverage for each specific individual.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest

Administration Welcome ten_trn_ha

Mew Window | Help | Customize Pags | =)

Dependent and Beneficiary Coverage Summary
Steve Addams

To views your benefits as of another date, enter the date and click Go.

06/25/2007] Go

Dependent/Beneficiary Name Relationship Type of Benefit Description

Susan Addams Spouse
Medical United Hith HMO TriCty Pre-Tax
Basic Life Employee Basic Life 5810

Basic AD and D Empl Basic AD&D <69 5810

Dep Basic AD and  Dep Basic AD&D Spouse <65
D 5810

Dependent Basic

Life Cependent Basic Life

Optional AD and D ggtmna\ Special Sng ADED

Dependent Optional Dep Optional AD&D Spouse
ADand D
4010k 401K for Semi-Manthly Payrall

Goto: DependentBeneficiary Sumrmary

& LT[ (e

Step Action

8. Click an entry in the Dependent/Beneficiary Name column to see specific
information about that individual.

Susan Addams
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an ouf

My Links | Select One: ~| Search

Guest

Home|worklist

Administration

Welcome ten_trn_ha

Mew Window | Help | Custormize Paas | & =

Dependent/Beneficiary Personal Information

Steve Addams

DependentiBenefician's personal information as of Jun 25, 2007. Click Edit at the bottarn of this
page to update this information.

Personal Information

First Name: Susan

Middle Name:

Last Name: Addams

Name Prefix:

Name Suffix:

Gender: Female

Date of Birth: 0912¢1954

SSN: §999-33-9939 (3acial Security Mumber)

Relationship to Employee:  Spouse

Status Information —

Marital Status: Married
Student: MNo
Disabled: MNo
Smoker: Mo
Address and Telephone
[ Same Address as Emplovee
Country: United States h
&1 Done | [ e meemet

Step Action

9. The Dependent/ Beneficiary Personal Information section displays information
such as Name, Gender, Date of Birth, SSN (Social Security Number),
Relationship to Employee, and Marital Status.
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Payroll Benefits Guest

Welcome ten_trn_ha

Mew Window | Help | Custormize Paas | & =

Dependent/Beneficiary Personal Information

Steve Addams

DependentiBenefician's personal information as of Jun 25, 2007. Click Edit at the bottarn of this
page to update this information.

Personal Information

First Name: Susan

Middle Name:

Last Name: Addams

Name Prefix:

Name Suffix:

Gender: Female

Date of Birth: 0912¢1954

SSN: §999-33-9939 (3acial Security Mumber)

Relationship to Employee:  Spouse

Status Information —

Marital Status: Married
Student: MNo
Disabled: MNo
Smoker: Mo
Address and Telephone
[ Same Address as Emplovee
Country: United States h
2] Done | [ e meemet

Step Action

10. Click the scrollbar to see additional information.
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My Links [Select One: =] search Home|worklist|Sign ou
Guest Administration Welcome ten_trn_ba
Name Suffix: =
Gender: Female
Date of Birth: 0871211954
SSN: 999-33-9935 (Social Security Number)
Relationship to Employee:  Spouse
Status Information
Marital Status: Married
Student: MNo
Disabled: Mo
Smoker: MNo
Address and Telephone
¥ Same Address as Employee
Country: United States
Address: 332 Sunshine Drive
MNashville, TN 37857-0000
Nashille
[ Same Phone as Employee

Phone: 4237222-6444

Edit
Return to Dependent and Bi Coverage Summary

2] Done | [ | Irkernet

Step Action

11. | The Edit button, which is used to update Dependent information will be enabled.
However, the State of Tennessee will not be utilizing this functionality. Updating
dependent information will be administered by Benefits Administration.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou
Benefits Guest Administration Welcome ten_trn_ba
Name Suffix: el
Gender: Female
Date of Birth: 0871211954
SSN: 999-33-9935 (Social Security Number)
Relationship to Employee:  Spouse
Status Information
Marital Status: Married
Student: MNo
Disabled: Mo
Smoker: Mo
Address and Telephone
¥ Same Address as Employee
Country: United States
Address: 332 Sunshine Drive
MNashville, TN 37857-0000
Nashille
[ Same Phone as Employee

Phone: 4237222-6444

Edit
Return to Dependent and Bi Coverage Summary

2] Done | [ e meemet

Step Action

12. | Click the Return to Dependent and Beneficiary Coverage Summary link to return
to the prior page.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcome ten_trn_ha

Mew Window | Help | Customize Pags | =)

Dependent and Beneficiary Coverage Summary
Steve Addams

To views your benefits as of another date, enter the date and click Go.

oeizerzon7 (W | Go |

Dependent/Beneficiary Name Relationship Type of Benefit Description

Susan Addams Spouse
Medical United Hith HMO TriCty Pre-Tax
Basic Life Employee Basic Life 5810

Basic AD and D Empl Basic AD&D <69 5810

Dep Basic AD and  Dep Basic AD&D Spouse <65
D 5810

Dependent Basic

Life Cependent Basic Life

Optional AD and D ggtwmana\ Special Sng ADED

Dependent Optional Dep Optional AD&D Spouse
ADand D

4010k 401K for Semi-Manthly Payrall

Goto: DependentBeneficiary Sumrmary

2] Done | [ e meemet

Step Action

13. | You have successfully completed reviewing your Dependent/Beneficiary Coverage.
End of Procedure.

Deferred Comp Enrollment - Review and Update
Edison allows employees to access Deferred Compensation using Self Service.

Deferred Compensation allows employees to save a portion -- either a flat amount or a
percentage -- of their salary, bonus or longevity pay to their 401K or 457.

Procedure

In this lesson, you will learn to review and modify the amount details for Deferred
Compensation.

Angela Wilson will be used as an example in this lesson.
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My Links | Select One ~| Bearch

Home|Worklist|Sign out

Payroll

Welcome ten_trm_ba
Personalize Content Layout

Enterprise Menu E E My Compensation History
[# Employee Self Service %

ne & Labor =

£
View Paycheck
eview current and prior pawchecks.

Report Time
Report your time and task details for a day,
week, or time period,

Compensation History -
oo Compeneeim iy (fr e, vorti, Q’% Request Absence
and stock options ¥ nequest an ahsence

%Direct Deposit B, Request Overtime
=" add or update your direct deposit information. ¥ Request employes overtime requests,

iew Leave and Comp Balance
View annual, sick and compensatory leave
balancas,

! J‘-'jj Payable Time Status
Y wiew details of your payable tirme.,

Job and Personal Information =

Personal Information Summary
Review & surnmary of your personal
infarmation

| [ e meemet

Step Action
1. Begin by clicking the Employee Self Service link.

[# Emploves Self Service|
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits

Welcome ten_trn_ha

tgin Menu =

& Time Reporting - .
Bl Personal Infarmation Employee Self-Service Edlit "Emploves Self-Service" Folder

# gjr\gggrf;ﬂmn Self Servics transactions includs: brovesing and searching the cataloy, snroling and viswing your lesrming transcript
B Benefits | Time Reporting ! Personal Information Payroll and Compensation
& Performance Repart and review your time, schedules, Review andl update personal infarmation {7 Review your pay and compensation fistory.
Management request sbsences and mare ElPersonsl Informelion Summer Upelgte your direct depostt and cther
[ Manager Self Service Report Time FElHome and Mailing Address GV & EHa il
[ HCM L3¥isw Time ElPhone Humbers Eliigw Paycheck
@ My Content =lUser Preferences hore... Elview Pavslips
[ Partal Administration L
& worklist 1 bore...
[ Reporting Taols ! Benefits ’ Performance Management
# PeopleTools Review health, insurance, sawings, pension or Access your performance and development
[ HCM Reporting Toals ather benefits information. Review: and upciate documents, and evsluations you have done
[ ELM Reporting Tools dependant and beneficiary parsonal for others.
— Enterprise Learning PT8.4x information. Wy Performance Documents
- Human Resources PT8.4x Benefits Information
I— EacilityhlAx Dependents and Beneficiaries
- FleetFocus ElBenetts Summary
- Chanoe My Password Shiore...

- My Personalizations
— My System Profile

& LT[ (e

Step Action

2. Click the Benefits link.
Benefits)

3. Click the TN Deferred Comp Enrollment link.
[N Deferred Comp Enroliment

4. Click the Collapse button.

5. The Deferred Elections section displays the various contributions to your 401k and
457 accounts that can be modified. It also displays Bonus and Longevity Deferral,
which can be deferred to a 401k or 457. Deferrals will occur on the first payroll after
30 days.

NOTE: Click on the www.gwrs.com link to select investment options.
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Home|Worklist|Sian oy

Welcome ten_trn_ha

New Window | Help | Custornize Pace | 5 =]

Deferred Comp

Angela Wilson Employee ID: 00000002 O GWES.COITL

The State of Tennessee Deferred Compensation Programs offers tax advantaged retirement savings options in a 401K
plan and a 457 plan. State Emplyees may paicipate in either or both. Designate vour pre and post tax deferral amounts
on this page. Deferrals will accur on the first pavroll after thiny davs. Please see programs details at

i treasury state tn.uside. Emplovees must enrall in with Great\West to: paricipate in each plan, selectinvestrment
options and narmes ofthe benefitiary. Go to wwww.gwrs.com to enroll. Use your social Security nurmber, group ID# and the
Group Password to enrall.

Deferred Elections

Enter vour deferral amount as a dollar amount or a percent of gross pay.

Current Flat Amount: oan Current Percent: 0.000
Desired Flat Amount: 0.00)  pesired Percent: 0.000
Post-Tax 401K Contribution]

Current Flat Amount: Current Percent: 0.000

Desired Flat Amount: Desired Percent: 0.000

H57 Pre-Tax)

Current Flat Amount: Current Percent: 0.000

000
0.00
000
Desired Flat Amount: 0.00°  pesired Percent: 0.000
4 457 Roth
T T T current Fiat Amount: nnn Current Percent: 0.000
Desired Flat Amount: 0.00°  pesired Percent: 0.000
0.0o
3 0.00

400 457 Roth ongevity Deferral|

T T T curentFiat amount: Current Percent: 0.000 |

Desired Percent: 0.000

Desired Flat Amount:

Submit Click Submitto finalize your changes. You will receive a confirmation farm detailing your revised elections,

& LT[ (e

Step Action

6. Click in the Desired Flat Amount field.

Note: For this example, the field will be cleared once you click into it.

Enter "60.00" into the Desired Flat Amount field.

Click in the Desired Flat Amount field.

Note: For this example, the field will be cleared once you click into it.

9. Enter "40.00" into the Desired Flat Amount field.

10. Click in the Desired Percent field.

Note: For this example, the field will be cleared once you click into it.

11. Enter "6" into the Desired Percent field.

12. Click in the Desired Flat Amount field.

Note: For this example, the field will be cleared once you click into it.
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Step Action

13. Enter "120.00" into the Desired Flat Amount field.

14. | Click the 401 option to put the Bonus Deferral amount in the 401k account.

15. | Click the 457 option to put the Longevity Deferral amount in the 457 account.

16. Click the Submit button.

17. | You have successfully reviewed and modified your Deferred Compensation details.
End of Procedure.

Flexible Spending Accounts - Review

Edison allows employees to access their Flexible Spending Account using Self Service. They
can navigate from summary level pages to more detailed information by clicking the appropriate
plan links.

Flexible spending accounts (FSAS) are plans that enable employees to save money for out-of-
pocket health or dependent care expenses by enabling them to pay with pretax dollars. There are
two types of these accounts:

Medical Expense Reimbursement Account (MERA)- Employees can elect to contribute money
on a pretax basis to this type of account and later reimburse themselves for certain qualifying
medical expenses. They can withdraw the annual pledge amount before the accrual.

Dependent Care Reimbursement Account (DCRA)- Employees contribute pretax dollars into
this account and use it to reimburse themselves for day care expenses.

Procedure

In this lesson, we will learn the process for reviewing the Flexible Spending Accounts
information.

Steve Addams will be used as an example in this lesson.
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My Links | Select One ~| Bearch

Home|Worklist|Sign out

Payroll

Welcome ten_trm_ba
Personalize Content Layout

Enterprise Menu E E My Compensation History
[# Employee Self Service %

ne & Labor =

£
View Paycheck
eview current and prior pawchecks.

Report Time
Report your time and task details for a day,
week, or time period,

Compensation History -
oo Compeneeim iy (fr e, vorti, Q’% Request Absence
and stock options ¥ nequest an ahsence

%Direct Deposit B, Request Overtime
=" add or update your direct deposit information. ¥ Request employes overtime requests,

iew Leave and Comp Balance
View annual, sick and compensatory leave
balancas,

! J‘-'jj Payable Time Status
Y wiew details of your payable tirme.,

Job and Personal Information =

Personal Information Summary
Review & surnmary of your personal
infarmation

| [ e meemet

Step Action
1. Begin by clicking the Employee Self Service link.

[H Ermployees Self Service]
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B Personal Information
& Payroll and
Compensation
B penefits
B performance
Management
[# Manager Self Service
[ HCem
[# My Content
[# Portal Administration
[ worklist
[# Reporting Tools
[ FeopleTools
[ HCM Reporting Toals
[# ELM Reporting Tools
- Enterprise Learning FT8.4x
- Human Resources PTS.4x
[~ EacilityAx
- ElestFocus
— Change My Password
- My Personalizations
— My System Profile

Employee Self-Service

 Time Reporting
Report and review your time, schetules,
request absences and mare
Report Time
wigwy Time
ElUser Preferences

| Benefits

Revizw heslth, insurance, savings, pension or

ather benefits information. Review and update
dependsnt and beneficiary personal
information.

Bienefits Information

Dependents and Beneficiaries

Benefits Summary

5 hore..

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Guest

Administration

Self Service transactions inclusle: brovsing and searching the catsloy, enraling and viewing your learning transcript

| Personal Information
Revieve and update personal information

Personal Information Summary:
lnme and Maiing Address
hone kumbers

6 More

Performance Management
Access your performance and developmert
documents, and evaluations you have done
for others.

by Performance Documents

Gol Home|Worklist|Sign ou

Welcome ten_trn_ha

Edlit "Employee Self-Service" Folder

Payroll and Compensation

Review your pay and compensation history.
Updste your direct deposit and cther
decuction or contribution information.
[Elvigw Payiheck

igw Payslips

iew Payslip GBR

11 More

U [ e ket

Action

2. Click the Benefits link.

3. Click the Benefits Information link.

Benefits Inform hn

4. Click the Flexible Spending Accounts link.

flexible Spending Accounts |
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Home|worklist|Sign ou

Benefits x| i Administration Welcome ten_trn_ba

El Beneits Infarmation New Window | Help | Customize Pags | =)
— Health Care Sumrmal
= Savings Surmmary
- Savinus Contribution Flexible Spending Accounts

Steve Addams

DnEgnmatgg “our Flexible Spending Account(s) in 2007
— Absence Balances
B Dependents and Select Plan Year
Beneficiaries
B Life Events
— Benefits Surnmary

— DependentBeneficiary
Infix

You may review your Flexible Spending Account status and activity far any plan year.
Reminder: Claims are reported in the Plan Year for which the senices were rendered, regardless
ofwhen the expense was paid orwhen the claim was processed,

— Insurance Sumima To review past benefits infarmation, enter the year and click the Go button

— Benefits Enraliment
— I Deferred Camp ear 2007 v L‘
Enrlimert
e

= MManagegneI:; Farthis Plan Year you are enrolled in the Flexible Spending Account(s) listed below.

anager Self service Please click on the one you wish to review,
[ HCm
[ My Content o . . . .
E Porial Administration Spending Account Annual - Contributions Claims  FSAClaims  Claims Paid
@ vworklist Pledge YID  Submitted Approved ¥
[® Reporting Tools Flex Spending
# PeapleTonls Account Medical R L oo bw 0Ew
[ HCM Reporting Tools
[ ELM Repoting Tools
- Enterprise Learning PT8.4x
- Hurnan Resources PT8.4x Goto:  Henefits Summary
I— EacilityhlAx
- Fleeifocus
- Chanoe My Password
- My Personalizations
- My Systern Profile
5 [ @

Step Action

5. Click the Collapse button to enlarge the screen.

6. Edison will default to the current year in the Select Plan Year section.

If you want to view the details of Flexible Spending Accounts for the previous year,
enter the appropriate year and click Go.

Account information prior to Edison implementation will not be available through the
system.

7. The Select Account section lists the various Flexible Spending Accounts in which an
employee is enrolled for that plan year.

For each Spending Account, the Annual Pledge, Contributions YTD, Claims
Submitted, FSA Claims Approved and Claims Paid YTD will be displayed.

8. Click on the Flexible Spending Account Medical entry in the Spending Account

column.

Flex Spending
Becount Medical
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Step

Action

9.

The Account Summary section provides a detailed description of the spending
account, including information about the Annual Pledge, Account Balance, Claims
Activity, Claim History and Payment History.

Coverage Start Date shows the beginning date for the Flexible Spending Account.
This date must be on or after the Employment Start date.

Your Annual Pledge displays the total dollar value which needs to be deposited in the
Flexible Spending Account on an annual basis.

Account Balance refers to the details of the deposited amount, claim amount, and the
current balance.

Claims Activity refers to the details of the various transactions such as the amount of
claims submitted and the total claims approved for payment year-to-date.

My Links | Select One: ~| Search Gol Home|Worklist|Sian ou

Guest Administration welcome ten_trn_ba

New window | Help | customize Pace | 5, =

Flexible Spending Account Review
Steve Addams

Flex Spending Account Medical

To review past benefits information, enter the wear and click the Go button

Year, 2007 pyywys Go
Account Summany
Cowerage Start Date 0140142007 Account Status: Active

‘our Annual Pledye

Annual Pledge for this year: $459.84
Total claims approved for payment year-to-date. $0.00
Amount of Pledge still available: $999.84
B
Contributions to account year-to-date $574.66
Total of all claims paid year-to-date: §0.00
Current accountbalance: $57566
Claims Activity
Amount of claims submitted year-to-date §0.00
Total claims approved for payment year-to-date: $0.00
Tatal of all claims paid year-to-date: $0.00
Claims that are approved but notyet paid §0.00
Total claims whose approval is still pending $0.00
Tutal claims thatwere rejected: 50.00 j
3] [T T [ meeme
Step | Action
10. | Click the scrollbar to see the details of Claims History and Payment History.
11. | Claim History and Payment History refer to the past records for the various amounts
claimed and the corresponding payments made.
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Step | Action

12. | Click the Return to Flexible Spending Accounts link.

Eeturn to Flexible Spending Accounts|

13. | You have successfully completed reviewing your Flexible Spending Accounts
information.

End of Procedure.
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dison

My Learning

Activities - All Learning

Edison allows employees to view the complete list of their Learning Activities using Self
Service.

Employees can view all learning activities that are scheduled or planned, as well as any activities
in which they are currently enrolled or that have been completed or waived. Additionally, they
can use this page to enroll in, drop, or modify learning activities, or to launch a web-based
learning activity.

This page can also be used as a record of training history.

Procedure

In this lesson, you will learn to view your learning activities through All Learning component.

Christian Lomax will be used as an example in this lesson.

My Links | Select One x| Search

Administration

Home |worklist|Sign out

Search
Welcome ELM User

Personalize Content Lawout

Enterprise Menu E E W My Compensation History E E X WBTime & Labor B = X
# Ernployee Self Service

‘\%View Paycheck ?‘ Report Time
F"'Review current and prior paychecks.

Report your time and task details for a day,
week, or time peried,

‘!Jy-,_DTCumgensﬂtinn History \
477 Review compensation history for base, variable, Q% Request Absence
and stock options, ¥ request an absence,

.%Direcl Deposit Q% Request Overtime
add or update your direct deposit information. ¥ reguest employee overtime requests,

ﬁiﬂ] Yievs Leave and Comp Balance

Benefits Summary B E X h wiew annual, sick and compensatory leave

= . balances.
{"’{i;\ﬂeneflts Summary
Rienhioe @ SumimETy 6F GV, Fest: @ (rinms

benefit enrollments.

ﬁ;] Payable Time Status
i A View details of your payable time
JJ"(B Dependent/Beneficiary Info
& b o o upi demmen: e ey
information.

Job and Personal Information B 5 X

@ Personal Information Summar:

Rewiew a summary of your personal
information,

] one : [ [ [ [ [fteme
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Action

Begin by clicking the Employee Self-Service link.

E Employee Self Semice]

My Links | Select Qi >| Search Gol Home|Worklist|Sign ou
Welcorne ELM User
& Time Reporting
@ Personal Information Employee Self-Service Edlit "Employes Self-Servics" Folder
B Payrall and . ) . )
Campensation Self Servics transactions includs: brovesing and searching the cataloy, snroling and viswing your lesrming transcript
B Benefits | Time Reporting Personal Information Payroll and Compensation
& Leaming Repart and review your time, schedules, {7 Review and uptiate personal information. Review your pay and compensation history
& Performance request sbsences and more. (1 e el e T e Update your direct deposit and other deduction
Management Report Time = Mame Change of contribuion informstion
[ Manager Self Service [ view Time =] Personal Informeation Summary Elview Paycheck
@ Hem =lser Preferences 18 Mors El¥igw Payslips
® iy Content =l view Paysip GER
[ Portal Administration 1More..
[ \orklist
F Reporting Tools | Benefits Learning Performance Management
® PeopleTools Review health, insurance, savings, pension or Wiew andl maintain lzarming records and AcoEss your performance and development
[F HCM Reporting Tools ather henefits information. Review and upcate ohjectives, and browse and search the documents, and evallations you have done
[ ELM Reporting Tools dependent and bensficiary personal Iearning catalog for others
- Enterprise Learning FT8.4x infarmation. EMy Learning My Performance Documents
| Hurnan Resources PT8.4x Blentits Information =|search Catalog
- Facilitaaax (C1Dependents and Beneficiaries ElBrowse Catslog
| esifooos SlBiensits Sunmary Abdore_
- Change My Password e
- My Personalizations
- My Systern Profile
2] Done | [ e meemet

Action

L earning|

Click the Learning link.

Al Learning

Click the All Learning link.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Benefits Administration

Welcome ELM User
4

B Learning = Mew Window | Custornize Page | 5,
— hty Learning

— Search Catalog

— Browse Catalo -

= e All Learning

— Ceriication Status

— Learming Objectives All Learing is a list of the activities you are enrolled in or completed and curricula and certifications for

— Supplemental Learning which you are registered or completed. You can view details, progress status, and schedules by clicking
® Performance onthe name ofthe activity ar pragram.

Management

[ Recruiting Activities
B Procurement
& Enroliment

“Filter Name: |A\I Learning - any status, date or type

E Assets
® campus Finances Title:
B Campus Persanal Coaching for Managers Classraom 21 Enrolled 071172007 | Drop
Information
@ pcademic Records Dealing with Difficult People Classroom 21 Enralled 0711142007 Crop
# Degres
3T's of Communication - i
ProgressiGraduation e m—— Classroom B waillisted 071142007 Drop
@ Trangfer Credit Technigues, Tools & Tips _I
& Admissions Cuslomer Service. In Classraom Complsted 0T 1¢2007
® Student Admission | Govemnment!
[ Advizement Manager Certification Certification Completed 07iz24i2007
8 outreach Emploves Development Curticulum Completed 0741142007

# Student Recruiting
& Invalverment

B Assets Wiy Learning Search Catalog Browse Catalog  Reduest hew Learning
B Travel and Expenses

— Open Resource Requests
— Emplovee Project Genter
— Stafing Apply Online

— Iravel and Expense Center

Contact Us

— Sludent Center

— Eaculty Center

— Gradebook

— Request Information

— Reguest Official Transcript

— Class Search/Browse
Catalog

- Class Search/Brawse Rl

[&1 pene

| | mremet

Step Action

4. Click the Collapse button to enlarge the screen.

5. A Learner can display learning based upon what Filter Name is chosen. The Filter
Name defaults to 'All Learning - any Status date or type'.

6. Other Filter Name options are:

All Planned, Requested, and Offered.

Completed External and Internal Learning.
Completed Learning for this calendar year.
Learning for last 90 days, not dropped or deleted.

7. The All Learning page lists all the activities in which the employee is enrolled, is
waitlisted for, or has completed.

8. Click the Dealing with Difficult People item in the Title list to see additional details
about that topic.
!Dealinq wiith Difficult Peuple!

9. The Dealing with Difficult People page displays detailed information about that
class, including Name, Code, Price per Seat, Type, and Contact.

10. | You have successfully completed viewing your Learning Activities.
End of Procedure.
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Activities - My Learning
Edison will allow employees to view their learning activities using Self Service.

This will allow employees to see the summary of all the courses they have taken and the
corresponding status.

Procedure

In this lesson, you will learn to view your learning activities and objectives through My
Learning.

Christian Lomax will be used as an example in this lesson.

My Links | Select One x| Search Home |worklist|Sign out

Search
Welcome ELM User

Administration

Personalize Content Lawout

Enterprise Menu E E W My Compensation History E E X WBTime & Labor
# Ernployee Self Service

ievs Paycheck E‘ Report Time
view current and prior paychecks, .

Report your time and task details for a day,
week, or time peried,

= n A

! ,DT Compensation History
Review compensation history for base, variable, Q% Request Absence

and stock options, Request an absence,

e

.%Direcl Deposit Q% Request Overtime
add or update your direct deposit information. Request employee overtime requests,

J ﬂ] Yievs Leave and Comp Balance
Elenel'ts Summary B E X wiew annual, sick and compensatory leave

balances,
{i;\ﬂeneflts Summary
[T Moz @ summemy of sy, FRst @r (g
benefit enrollments. — | payable Time Status
Payable lime Status
’ 7] Wiy Azl 6 ey prpahie M

é}g%Deuendent£Benefu:lar! Info

Review or update dependent and beneficiary .
e, Job and Personal Information B 5 X

@ Personal Information Summar:

Rewiew a summary of your personal
information,

] one : [ [ [ [ [fteme

Step | Action

1. Begin by clicking the Employee Self Service link.
[ Erployes Self Service]
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits

Welcome ELM User

tgin Menu =

& Time Reporting - .
@ Personal Information Employee Self-Service Edlit "Employes Self-Servics" Folder

# gjrﬂ’;:!rf;ﬂmn Self Service transactions includs: krowsing and searching the catalog, enroling and wiewing your learning transcript
B Benefits | Time Reporting Personal Information Payroll and Compensation
B Leaming Report and review your time, schecules, {7 Review and update personal information. Review your pay and compensation history
& Performance request absences and mare = Personal Information Home Update your direct deposit and other deduction
Management Report Time = Name Chancs ar contribution information
[ Manager Self Service [iew Time =] Personal Informeation Summary Elview Paycheck
@ Hem =|User Preierences 18 More El view Paysiios
® iy Content =l iew Payslip GBR
[ Portal Administration 1More..
[ \orklist
F Reporting Tools | Benefits Learning Performance Management
® PeopleTools Rewigw health, insurance, savings, pension or Wiew and maintsin lsarning records and Access your performance and development
[F HCM Reporting Tools ather henefits information. Review and upcate ohjectives, and browse and search the documents, and evalustions you have done
[# ELM Reporting Tools dependent and bensficiary personal learning catslog for others
- Enterprise Learning FT8.4x infarmation. ElMy Learning My Performance Documents
- Human Resources PT8.4x Benetts Information ElSearch Catalog
- Facilitaaax (C1Dependents and Beneficiaries EBrowse Calalog
- FleelFocus “Igenstts Summary bore, .
— Change My Password e
- My Personalizations
— My System Profile
2] Done | [ e meemet

Step Action

2. Click the Learning link.

3. Click the My Learning link.
My Learning |

4. Click the Collapse button to enlarge the screen.

5. The My Learning section displays the various learning activities which the employee
has enrolled in, completed, or has been waitlisted for.

It provides the details of Title (name of the learning activity), Type (method of
delivery), Status, Date and Action. Note that Action is only available for Enroll and
Drop if you are within the enroll and drop dates for that Activity.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcomns ELM User

New Window | Custarmize Page | 15,

My Learning

Select Search Category.  Actiities Catalogiters  Proorams

Search the Catalog: Search Activities

Advanced Search  Browse Catalog Request Mew Learning

My Learning Activities Customize 13 of =

Title Tyne Status Date Action
3T's of Communication -

Technicues, Tools & Tins Classroom E wwaitlisted oriiz007 Drop
Customer Service: In Government! Classroom Completed aritizony

Emplovee Development Curriculum Completed Q712007

All My Learning

My Learning Objectives Customize

Target

Title Proficiency  Status AssiunedBy  Learning

Completion
pdministaton & B Noeded  0w30/2007 COUEE ping eaing i}
Earest Management 3 B Meeded  09/30/2007 Swstern Find Learning ﬂ
Supenvision and fry Larena " i
Trainin g Bl Meeded  09/30/2007 ElE Find Learning ﬂ
All My Learning Ohjectives
Cantact Us
& [T (e

Step Action

6. Click on the 3 T's of Communication - Techniques, Tools & Tips entry in the Title

column to see the details of that learning activity.
3 T's of Communication -
Technigues, Tools & Tips|

7. This page displays information on 3 T's of Communication-Techniques, Tools &
Tips, including Name, Price per seat, Type, Contact, and Start Date.

It also provides an Activity Progress Summary, including Christian Lomax's
Progress, Grade, Passing Status and Comments.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcomns ELM User

MewWindow | Custamize Pae | 55 =]

Activity Progress

3 T's of Communication - Techniques, Tools &
Tips
Christian Lomax, EX AA 2, TN Student Asst Corp-Exec Dir

Activity Name: 2 T's af Communication - Technigues, Tools & TipsType: Classronm

Activity Code: DOHR-1235 Contact: -

Price Per Seat: ooousD Drop Charge: 0.00UED

Enroliment Status: Wyaitlisted Confirmation Number: 1220

Start Date: 09/13/2007 End Date: -

Last Enroliment Date: (8/27i2007 Last Drop Date: 08f03iz007

Progress  Schedule Grades and Aftendance Motes and Aftachments Pavment Details  Approvals

[Activity Progress Summary

Progress: Waitlisted Grade: Mot Graded

Passing Status:  Pending Comments: (2

Instructor:  Faris Hilton

Activity Syllabus
You must complete this activity by 08/10/2007
To receive credit for this activity you must camplete all reguired tasks

Drop

REtIMm tn Previniis Pans

| [ e meemet

Step Action

8. Click the Return to Previous Page link.

|Pnh|rn to Prasdicns F':mn|

9. The My Learning Objectives section shows you the Title of all of the objectives that
have either been assigned to you via the HR System or from your Manager. It will also
display those objectives that you have assigned to yourself. This section will also
display the Proficiency needed, the Status, the Target Completion Date, and
Assigned By (who assigned the objective).

You will learn more about objectives in the Learning Objectives lesson.
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Guest

Programs Al

Search the Catalog:

Advanced Search

Browse Catalog

Search Activities

Request Mew Learning

My Learning Activities
Title

3T's of Communication -
Technigues Tools & Tins
Customer Service: In Government! Classraom
Emplovee Develonment

All My Learning

My Learning Objectives

Title Praficiency

Adrministration 5]

EorestManagement 3

Supenvision and 5
Training

All My Learning Ohjectives

Contact Us

Tyne

Classroom

Curriculum

Status
& Needed
& Needed

& Needed

Status Date Action
B waitlisted 07i114z2007 M
Completed 712007
Completed 0712007

Target ;
Completion Assigned By Learning
LChristian i i
09/30/2007 LATiER Find Learning ﬂ
09/30/2007 Swstern Find Learning ﬂ
Larena . N
09/30/2007 ElE Find Learning ﬂ

My Links | Select One: ~| Search

Gol

Home|Worklist|Sign ou

Welcome ELM User

New Window | Custarmize Page | 15,

2]

| Irkernet

Step Action

10.

Click the Find Learning link for the Supervision and Training objective.
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an ouf

My Links | Select One: ~| Search

Guest

Home|worklist

Administration

Welcome ELM User

New Window | Custarmize Page | 15,

Search Catalog

To change your search criteria click on Advanced Search

Basic Gearch  Browse Catalog Recuest New Learning Search Tins  Preferences
Search Results Previous  Next

Results1-1 of1

@) vour Search was restricted to Language : English

@ Your Search was restricted to Objectives : Supervision and Training, Type :

Policy Issues Review (POIR1000] Classroom Enroll

Palicy Rewiew

Search Results Previous  Next

ContactUs

al T e

Step Action

11. Click the Enroll link to enroll in the course.

Enroll

12. | By looking at the course offerings, you notice that no classes are available for
enrollment at this time. You will need to return to this page at a later date in enroll in
this class.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Payroll Benefits Guest

Welcome ELM User

New Window | Custarmize Page | 15,

Policy Issues Review

Description:

Policy Review

The tahle below shows the different delivery options and start dates for Policy Issues Review. You can
view the complete activity details by clicking the View Details link. You can enrall inthe activity by clicking

the Enraoll button ar bookmark the activity to view later in your Planned Learing page by clicking the Add
to Plan hutton,

[Activity Options for Policy Issues Review

Activity Code Tyne Start Date Price
COo-0001 Classroom 07/08i2007 Enroliment Closed View Details
COo-0002 Classroom 07/08i2007 Enrollment Closed Wiew Details

aodlteminolgian Return to Previous Fage  ContactUs

Palicy Rewiew

| [ e meemet

Step Action

13. | Click the Return to Previous Page link.

[Return to Previous Page|
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My Links | Select One: ~| Search

Guest Administration Weleoms ELM User

Home|worklist|Sign ou

New Window | Custarmize Page | 15,

Search Catalog

To change your search criteria click on Advanced Search

Basic Search Browse Catalog RequestMew Learhing Search Tips  Preferences
Search Results Previous  Next
Results 1-1 071

@ Your Search was restricted to Language : English

) vaur Search was restricted to Objectives : Supervision and Training, Type :

Policy Issues Review {(POIR1000) Classroom Enroll

Palicy Review

Search Results Previous  Next

Conlacts — yyl eaming

| Irkernet

Step Action

14. | Click the Expand Menu button to navigate back to My Learning.
v

Fl

15. | Click the My Learning link.

16. | You have successfully completed viewing the list of your learning activities and
objectives.
End of Procedure.

Course Offerings -Search the Catalog
Edison allows employees to search the catalog for activities to enroll in using Self Service.

Users can search the catalog for learning activities, catalog items, and programs that meet their
selection criteria. By selecting an activity or program, users can see a detailed description.

Enterprise Learning Management provides two options for searching the catalog:
* Basic search: for searching by an activity or program'’s title, description, or both.

* Advanced search: for filtering learning activities and programs using multiple selection
criteria.

Document name.doc A.24.a.6.1
Date: 9/11/08 Page 235




State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

edison

Procedure

In this lesson, you will learn how to browse and search for the activities within your catalog
through the Search Catalog component. You will then be able to enroll in a desired activity.

Christian Lomax will be used as an example in this lesson.

My Links | Select One x| Search

Guest Administration

Home |worklist|Sign out

Search
Welcome ELM User

Personalize Content Lawout

Enterprise Menu E E W My Compensation History E E X WBTime & Labor B = X

] A = 4
Employse Self Senice ievs Paycheck E‘ Report Time
eview current and prior paychecks, L5 eport your time and task details for a day,
week, or time periad,

F= q A

“!J;,_Dl Compensation History -

4 Review comoensation histary for base, varizble, | [ G, Request absence
and stock options, ¥ request an absence,

.%Direcl Deposit Q% Request Overtime
add or update your direct deposit information. ¥ reguest employee overtime requests,

..
'43'1]] Yiew Leave and Comp Balance
Benefits Summary [EREWE | 0T view annual, sick and compensatory leave
= . balances.
% Benefits Summar:
[T Moz @ summemy of sy, FRst @r (g
benefit enrollments, 5] payable Time Status
# ciPayable Time Status
4! 3 View details of your payable time
é‘:ggj;DeuendentlBeneficiar! Info
Review or update dependent and bensficiary .
infarmation. Job and Personal Information B 5 X

@ Personal Information Summar:

Rewiew a summary of your personal
information,

] one : [ [ [ [ [fteme

Step | Action

1. Begin by clicking the Employee Self Service link.
[® Employee Self Service]
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Home|worklist|Sign ou

Benefits Guest

Welcome ELM User

& Time Reporting
@ Personal Information Employee Self-Service Edlit "Employes Self-Servics" Folder
B Payrall and . ) . )
Campensation Self Servics transactions includs: brovesing and searching the cataloy, snroling and viswing your lesrming transcript
B Benefits | Time Reporting Personal Information Payroll and Compensation
& Leaming Repart and review your time, schedules, {7 Review and uptiate personal information. Reviev your pay and compensation histary
& Performance request sbsences and mare O e i G e Update yaur direct deposit and other deduction
Management Report Time AnEEEmEE or contribution information
[ Manager Self Service [ view Time =] Personal Informeation Summary =] vigw Paycheck
H HemM =lUser Preferences 16 More ElView Payslips.
E iy Content B LS
[ Portal Administration 1More..
[ \orklist
F Reporting Tools | Benefits Learning Performance Management
® PeopleTools Review health, insurance, savings, pension or Wiew andl maintain lzarming records and AcoEss your performance and development
[F HCM Reporting Tools ather henefits information. Review and upcate ohjectives, and browse and search the documents, and evallations you have done
[ ELM Reporting Tools dependent and bensficiary personal Iearning catalog for others
- Enterprise Learning FT8.4x infarmation. ElMy Learning My Performance Documents
- Hurnan Resources PT8.4x Benetts Information ElSearch Catalog
- Facilitaaax (C1Dependents and Beneficiaries ElBrowse Catslog
- FleelFocus “Igenstts Summary bore, .
- Change My Password e
- My Personalizations
- My Systern Profile

2] Done | [ e meemet

Step Action

2. Click the Learning link.

3. Click the Search Catalog link.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcomns ELM User

4

~ Brows 4
_ All Learning Search Catalog
— Cerification Status
— Leaming Objectives

Mew Window | Custornize Page | 5,

— Supplemental Learning

B Performance Type: [classroom =l
Management
[# Manager Self Service [[itt=:
(& Heu Code: |
[# My Content
[# Portal Administration Description:
[ worklist
¥ Reporting Tools Location: :I'

[ FeopleTools =
[ HCM Reporting Toals

[# ELM Reporing Tools Objective: | j
— Enterprise Learning PT8.4x
- Human Resources PT8.4x Instructor: [ =l

Category: |

- EacilityhAx
- FleetFocus Language: English -
:%m Start Date From: [
— My System Profile Through: l—
Search Reset
Basic Search Browse Catalog Reduest Mew Learning SearchTins  Preferences
Contact s
[&1 pene [T e kemnet
Step Action
4. Click the Collapse button to enlarge the screen.
5. The Search Catalog page displays various criteria that you can use to search the list
of all the classes offered. It will help in narrowing down the search results.
6. Click the Search button to get the list of all the available courses or classes offered.
7. The Search Catalog provides the list of all the available classes to choose from. It

displays a brief description of the contents of every class and its type.

Additionally, it provides an option to enroll in these courses.

8. Click the Coaching for Managers (PROD1000) link to see the additional details
about this course.

Coaching for Managers [PROD1I]I]I]:|
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest

Administration Welcomns ELM User

New Window | Custarmize Page | 15,

Coaching for Managers

Description:

Coaching far Managers is one of the initil courses offered to managers as part of the Leadership
Development Initiative. It identifies of developing self- among and
teams.

The table helow shows the different delivery options and start dates for Coaching for Managers. You
can view the complete activity details by clicking the Yiew Detailz link. You can enroll in the activity by
clicking the Enroll buttan or hookmark the activity to view later in your Planned Learning page by clicking
the Add to Plan button

Abstract:

By using Key Princinles and Coaching Developing High Performance modules managers

il

-Define coaching and understand why it is critical to the success oftheir team, the

organization, and themselves

-Demaonstrate interaction skills that help them achieve critical business ohjectives while

zatisfying people’s personal needs.

Activity Options for Coaching for Managers

%‘t Iwpe Start Date Price Add to Plan

DOHR-3000 Classroom 09/10/2007 0.00 USD View Details  Enrall | Add to Plan

Add Itern To Plan

Return io Previous Page  Contact Us

2] Done | [ e meemet

Step Action

9. Click the Enroll button to enroll in this course.

Enrall

10. | This page allows the learner to review the details of the course before finally enrolling

in it. The details include the Activity Name, Code, Type, Price Per Seat, Start Date
and End Date.

Document name.doc A.24.a.6.1
Date: 9/11/08 Page 239



11edison State of Tennessee — Edison Project

End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcomns ELM User

Mew Window | Custamize Page | b5, =]

Enroll In Activity

Review Information

Christian Lomax, EX AA 2, TN Student Asst Corp-Exec Dir

Activity Name: Coaching for Managers Type: Classroom
Activity Cotle: DOHR-3000 Contact: -

Price Per Seat: 0.00UsSD Drop Charge: 0.00 UsSD
Start Date: 08/10/2007 End Date: 09¢11/2007
Last Enroliment Date: ng/24/2007 Last Drop Date: 08/31i2007
Available Seats: - Available Waitlist: 0
Language: English

* Required Field
SubmitEnroliment | Search Catalog — Browse Catalog

& LT[ (e

Step Action

11. | Click the Submit Enrollment button to submit your enrollment for approval.
| Submit Enroliment I

12. | You have successfully completed searching the catalog and enrolling in an activity.
End of Procedure.

Course Offerings - Browse the Catalog
Edison will allow employees to browse the catalog using Self Service.

When employees browse the catalog, they are presented with the list of categories to which they
have access, based on their learner group affiliations. By selecting a category, users can view a
list of subcategories and the programs and catalog items offered within the selected category. The
user can then enroll in an activity or add the item to his or her personal learning plan.

Procedure

In this lesson, you will learn to browse the catalog through the Browse Catalog component in
order to select the desired activity and enroll in it.

Christian Lomax will be used as an example in this lesson.
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Payroll | HR Guest Welcome ELM User

Personalize Content Layout

Enterprise Menu =] l My Compensation History = X @Time & Labor 3]
[# Employee Self Service

%View Paycheck Report Time
eview current and prior paychecks. Report your time and task details for a day,
week, or time periad

Compensation History

'Ju.'\jj Review corpensation history for base, variable, Q% Request Absence
and stock options, ¥ request an shsence,
%Dired Deposit @}, Request Overtime

=" add or updsts your direct deposit information. ¥ pequest employes overtime requests,

‘ﬁj] View Leave and Comp Balance
Wiew annual, sick and cormpensatory leave
halancas,

Ben

its Summary

{"24. Benefits Summary
Review a summary of current, past or future
benefit enrallments,

¥ ]Payahla Time Status

AT wisw details of your payable time.
oy ici

&H%Degendentlﬂeneﬁcmry Info

Review or update dependent and bensficiary
infarmation.

nd Personal Information

ersonal Information Summary
swiew a surmary of your personal
infarmation,

2] Dore ] I

| Irternet

Step Action

1. Begin by clicking the Employee Self Service link.
[H Employee Self Service]
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B Time Reporting
B Personal Information
& Payroll and
Compensation
B penefits
[ Learning
B performance
Management
[# Manager Self Service
[ HCm
[ My Content
[# Portal Administration
[ \orklist
F Reporting Tools
[ PeopleTools
[# HCM Reporting Tools
[# ELM Reporting Tools
- Enterprise Learning PT8.4x
- Hurnan Resources PTH.4x
|~ EacilityAx
- FlestFocus
— Change My Password
- My Personalizations
— My System Profile

Benefits

Employee Self-Service

Self Service transactions inclusde: brovsing and searching the catsloy, envaling and viewing your learning transcript

 Time Reporting
Report and review your time, schetules,
request absences and mare
Report Time
wigwy Time
ElUser Preferences

| Benefits
Revisw health, insurance, savings, pension or
ather benefits information. Review and update
dependsnt and beneficiary personal
information.

Benetits Information

Dependents and Beneficiaries

Benefts Summary

5 hore..

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select O ~| Search

Guest

Personal Information

Revigw and Lpdate parsonal information.

= Personal Information Home

=l ame Chane

Personal Information Summary
16 More

Learning

Wiew andl maintain lzarming records and
ohjectives, and browse and search the
Iearning catalog

by Learning

Search Catalog

Browse Catalog

4 bors

Home|worklist|Sign ou

Welcome ELM User

Edit "Employes Self-Service" Folder

Payroll and Compensation

Review your pay and compensation histary.
Undate your direct deposit and dther deduction
or contribution information

View Paycheck
wigw Payslips
View Payslip GBR
14 More.

Performance Management
AcoEss your performance and development
documents, and evallations you have done
for others

My Performance Documents

8] Done

| Irkernet

Action

2. Click the Learning link.

3. Click the Browse Catalog link.

Browse Catalog
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Th
My Links | Select One: ~| Search

My Page I HR 3 i Guest
4

Home|worklist|Sign ou

Administration Welcomns ELM User

= Learning Mew Window | Custornize Page | 5,
— hty Learning
— Search Cat:

1]
Tl Leaming Browse Catalog
— Cerification Status
— Leaming Objectives

— Supplemental Learning Categories
B performance
Management
[# Manager Self Service Clinical
[ HCm
@ My Content Clinical
[# Portal Administration
[ worklist
[# Reporting Tools Communication
[ FeopleTools
[ HCM Reporting Toals Communication

[ ELM Repoting Tools
— Enterprise Learning PT8.4x

- Hurnan Resources PT8.4x Engineering

I— EacilityhlAx .

| FlestFocus Engineeting

— Change My Password

- My Personalizations B

- My Systern Profile Professional Development

Professional Developrment

Safety and Security
Safety and Security

Technical /IT

Technical i IT

Workplace Compliance
[&1 pene [T e kemnet

Step Action

4. Click the Collapse button to enlarge the screen.
5. The Browse Catalog page displays the list of categories under which the activities
fall.

This provides an organized way to search for an activity.

Click the scrollbar in order to see the information at the bottom of the page.

Click the Professional Development link in order to see the activities listed under it.
Emfessiunal Development

8. The Catalog Item page provides a list of activities which fall under the Professional
Development category.

You can then choose the desired activity and enroll.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest Administration

Welcome ELM User

Mew Window | Custamize Page | b5, =]

Browse Catalog

Learning Catalo i ==Pr i D

Professional Development

Catalog ltems

Advanced Lifestyle Planning (PROD1001) Select

Thiz program is designed for employees vested with the state who are 15 years or less from retirement.
Thiz course will help to analyze your current personal and financial situation and develop a career plan to
SeCUre your future. [twill provide the k

Dealing with Difficult People {(PROD3000) Select
Conflictis sormething most of us prefer to avoid, but avaiding conflictis notthe answer. In this course, you
will learn to effectively manage these difficult situations and the individuals invalved

Choices (PROD2000) Select
Choices shows how an organization can reduce or eliminate EEQ complaints and charges, enhance the
skills of managerial and supenisory personnel, and increase manager sensitivity to subtle forms of
descrimination

& LT[ (e

Step Action

9. Click the Dealing with Difficult People (PROD3000) link to see the more detailed
information.

bealing with Difficult People (PROD3000)

10. | This activity page for Dealing with Difficult People provides a brief description
about the activity, including the Activity Code, Type, Start Date and Price.

Document name.doc A.24.a.6.1
Date: 9/11/08 Page 244




Guest

Administration

Dealing with Difficult People
Description:

Conflictis something most of us prefer to avaid, but avaiding corflict is notthe answer. Inthis course,
you will learn to effectively manage these difficult situations and the individuals involved.

The table below shows the different delivery options and stat dates for Dealing with Dificult People.
“You can view the complete activity details by clicking the Yiew Details link. You can enrall in the activity
by clicking the Enroll button or hookmark the activity o view |ater in your Planned Learning page by
clicking the Add to Plan buttan

Abstract:

You will learn strategies for coping with and recognizing difficult people.

[Activity Options for Dealing with Difficult People

Acthvity Type

Start Date Price Add to Plan
Code
DOHR-4000 Classmoom 08/20/2007 0.00 USD View Details  Enmll | Add to Plan

Add Iterm To Plan

Return to Previous Page  Contact Us

8] Done

My Links | Select One: ~| Search

State of Tennessee — Edison Project

End User Training Manual — Employee Self Service

Gol

Home|Worklist|Sign ou

Welcome ELM User

New Window | Custarmize Page | 15,

| Irkernet

Step

Action

11.

Enrall

Click the Enroll button in order to enroll in this activity.

12.

the enrollment.

The Enroll in Activity page allows you to review the information before submitting
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcomns ELM User

Mew Window | Custamize Page | b5, =]

Enroll In Activity

Review Information

Christian Lomax, EX AA 2, TN Student Asst Corp-Exec Dir

Activity Name: Dealing with Difficult People  Type: Classroom
Activity Coe: DOHR-4000 Contact: -

Price Per Seat: 0.00UsSD Drop Charge: 0.00 UsSD
Start Date: 08/20/2007 End Date: 08¢20/2007
Last Enroliment Date: ng/n2/2007 Last Drop Date: 081 0i2007
Available Seats: - Available Waitlist: 0
Language: English Duration: 384 Days

* Required Field
SubmitEnroliment | Search Catalog — Browse Catalog

& LT[ (e

Step Action

13. | Click the Submit Enrollment button to submit your enrollment for approval.
| Submit Enroliment I

14. | You have successfully browsed the catalog for an activity and enrolled in it.
End of Procedure.

Certification - Check the Status

Edison allows employees to view their Certification Status using Self Service.

Employees can review their current and expired certifications within a specified date range. For
each certification, they can view certification name, current status (whether certified or expired),

expiration date, recertification date, and certification history. They also have the option to
recertify by registering for a qualified recertification program.

Procedure

In this lesson, you will learn to check your Certification Status.

Christian Lomax will be used as an example in this lesson.
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My Links | Select One ~| Bearch

Home|Worklist|Sign out

Payroll HR Benefits

Search
Welcome ELM User
Personalize Content Layout

Enterprise Menu E E @My Compensation History E E X WTime & Lahor
& Employee Self Service .
Views Paycheck

eview current and prior paychecks,

=]

Report Time
15 Report yaur time and task detals for 2 day,
week, or time period,

Compensation History
Review compensation history for base, variable,

Q’% Request Absence
and stock options, ¥ Request an absence.

%Direﬂ Deposit Q’% Request Overtime
=" a4dd or update your direct deposit information. ¥ heguest employes overtime requests,

| view Leave and Comp Balance
Wiew annual, sick and cormpensatory leave
balances,

Benefits Summary

Revisw a summary of current, past or future
bansfit snrollments.

Beni

its Summary

Payable Time Status
View details of your payable tirme,

o ici
éuﬂgﬁ;Denem‘lent[Benefu:lar! Info

Revisw or update dependent and beneficiary
infarmation.

b and Personal Information

ersonal Information Summary
ewiew a summary of your personal
information,

8] Done

| [ e meemet

Step Action

1. Begin by clicking on the Employee Self-Service link.

[ Ernployee Self Semice]
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B Time Reporting

B Personal Information

& Payroll and
Compensation

B penefits

[ Learning

B performance
Management

[# Manager Self Service

[ HCm

[ My Content

[# Portal Administration

[ \orklist

F Reporting Tools

[ PeopleTools

[# HCM Reporting Tools

[# ELM Reporting Tools

- Enterprise Learning PT8.4x

- Hurnan Resources PTH.4x

|~ EacilityAx

- FlestFocus

— Change My Password

- My Personalizations

— My System Profile

Benefits

Employee Self-Service

Self Service transactions inclusde: brovsing and searching the catsloy, envaling and viewing your learning transcript

 Time Reporting
Report and review your time, schetules,
request absences and mare
Report Time
wigwy Time
ElUser Preferences

| Benefits
Revisw health, insurance, savings, pension or
ather benefits information. Review and update
dependsnt and beneficiary personal
information.

Benetits Information

Dependents and Beneficiaries

Benefts Summary

5 hore..
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My Links | Select O ~| Search

Guest

Personal Information

Revigw and Lpdate parsonal information.

= Personal Information Home

=l ame Chane

Personal Information Summary
16 More

Learning

Wiew andl maintain lzarming records and
ohjectives, and browse and search the
Iearning catalog

by Learning

Search Catalog

Browse Catalog

4 bors

Home|worklist|Sign ou

Welcome ELM User

Edit "Employes Self-Service" Folder

Payroll and Compensation

Review your pay and compensation histary.
Undate your direct deposit and dther deduction
or contribution information

View Paycheck
wigw Payslips
View Payslip GBR
14 More.

Performance Management
AcoEss your performance and development
documents, and evallations you have done
for others

My Performance Documents

8] Done

| Irkernet

Action

2. Click the Learning link.

3. Click the Certification Status link.
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Th
My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcomns ELM User

&l Learning New Window | Custarmize Page | 15,
— M Learning
— Search Catalog
— Browse Catalag - -
Certification Status

— Supplernantal Ltg:min Tofilter the list of certifications select a status in the View options field
B Performance
Management
[# Manager Self Service

& Hew Miew:

[ My Content

[E Portal Adrinistration Program Name Status Status Date Recertify
I yiarklist Manager Certification Complete 2007-07-24 Recertify

F Reporting Tools
[ PeopleTools

[F HCM Reporting Tools Search Catalog Browse Catalog
[# ELM Reporting Tools

- Enterprise Learning PT8.4x
- Hurnan Resources PTH.4x
|~ EacilityAx

- FlestFocus

— Change My Password

- My Personalizations

— iy System Profile

2] Done | [ e meemet

Step Action

4. Click the Collapse button to enlarge the screen.

5. The Certifications Status page will list all the certifications received as of the current
date.

6. You can also view the list of certifications according to whether the certification is

still valid, expired, or whether a warning has been issued.
Click the View list.
i certifications |

7. You can then select the status that you would like to filter your results by.

You have successfully completed viewing your Certification Status.
End of Procedure.

Learning Objectives - View and Add
Edison allows employees to access their Learning Objectives information using Self Service.

Employees can search, select, and view their Current Learning Objectives. They can also see who

has assigned an objective, add new objectives, search for activities that satisfy learning
objectives, and view details of in-progress activities and programs that are linked to objectives.

Procedure
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In this lesson, you will learn to add your Learning Objectives.

Christian Lomax will be used as an example in this lesson.

My Links | Select One: ~| Gearch

Home | Warklist|Sign out

Welcome ELM User

Payroll HR x| i Guest stration

Personalize Content Layout

Enterprise Menu =] l My Compensation History = X @Time & Labor =R

e A "
Employee Self envice %Vlew Paycheck .. Report Time
o G o] R oo, A ey i o ol el o 2 Gy
weelk, or time period

ompensation History -
Review corpensation history for base, variable, Q’% Request Absence
and stock options, ¥ request an shsence,

%Dired Deposit @}, Request Overtime
=" add or updsts your direct deposit information. ¥ pequest employes overtime requests,

ﬁj View Leave and Comp Balance
Wiew annual, sick and cormpensatory leave
halancas,

Benefits Summary x|

%Benefits Summary
Review a summary of current, past or future

benefit enrallments. Payable Time Status

Wiew details of your payable time.

"%Degendentlﬂeneficiﬂry Info
& ¢ oo or upr foponehn: o) EoRciEnRy
infarmation.

nd Personal Information =y |

Personal Information Summary
Review a surnmary of your personal
infarmation,

&1 Dane : [ [ [ [ [@teme

Step Action

1. Begin by clicking the Employee Self-Service link.
[ Emploves Self Service]
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Home|worklist|Sign ou

Benefits Guest

Welcome ELM User

& Time Reporting
@ Personal Information Employee Self-Service Edlit "Employes Self-Servics" Folder
B Payrall and . ) . )
Campensation Self Servics transactions includs: brovesing and searching the cataloy, snroling and viswing your lesrming transcript
B Benefits | Time Reporting Personal Information Payroll and Compensation
& Leaming Repart and review your time, schedules, Review and update personal information. Reviev your pay and compensation histary
& Performance request sbsences and mare O e i G e Update yaur direct deposit and other deduction
Management Report Time AnEEEmEE or contribution information
[ Manager Self Service [ view Time =] Personal Informeation Summary =] vigw Paycheck
H HemM =lUser Preferences 16 More ElView Payslips.
E iy Content B LS
[ Portal Administration 1More..
[ \orklist
F Reporting Tools | Benefits Learning Performance Management
® PeopleTools Review health, insurance, savings, pension or Wiew andl maintain lzarming records and AcoEss your performance and development
[F HCM Reporting Tools ather henefits information. Review and upcate ohjectives, and browse and search the documents, and evallations you have done
[ ELM Reporting Tools dependent and bensficiary personal Iearning catalog for others
- Enterprise Learning FT8.4x infarmation. ElMy Learning My Performance Documents
- Hurnan Resources PT8.4x Benetts Information ElSearch Catalog
- Facilitaaax (C1Dependents and Beneficiaries ElBrowse Catslog
- FleelFocus “Igenstts Summary bore, .
- Change My Password e
- My Personalizations
- My Systern Profile

2] Done | [ e meemet

Step Action

2. Click the Learning link.
| earning|

3. Click the Learning Objectives link.
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Home|worklist|Sign ou

Benefits

Welcome ELM User

Bl Learning Mew Window | Custornize Page | 15
— M Learning
— Search Catalog
— Browse Catalag H A 5
CAlLoamn Learning Objectives
Current Objectives | Objectives Histol
B Performance
Management
# Manager Self Senice Thiz page lists your current objectives. Click on Objectives History to view completed objectives.
E Hem Click on Find Learning to wiew catalog iterns and programs that meet objectives that are Needed
# Wy Content Click the learning activity name to review progress for objectives that are In Progress. Ifthe abjective
® Portal Administration wias added by yourself, you can update the setting for Required and Taraet Completion Date,
[ worklist
F Reporting Tools My Learning Objectives
[# PeapleTaals _ -~ ~ Target B ~
@ HCM Reporting Taols Titie Proficlency Staws  Reguired (205  Assigned By Learning
[# ELM Reporting Tools -
Aftendance and l— Christian
- Enterprise Learning PT8.4x T e e 3-Gond Meeded M 09/26/2007 Ei] Eind Learning @
- Hurnan Resources PTH.4x W th %
- EacilityhAx Looperating with rstian
| Flasiforos Coarkers 4-Superior Needed [ 102572007 [+ Lomax Eind Leaming
— Change My Password
[~ v Personalizations Add New Objective Save
— iy System Profile ) | ¢ L earning
Contact Us
2] Done | [ e meemet

Step Action

4. Click the Collapse button to enlarge the screen.

5. Learning objectives enable you to target and recommend learning for an individual.
When you set up learning objectives in Enterprise Learning Management:

*Managers can assign objectives to team members, learners can self-assign objectives,
and administrators can assign objectives to groups of learners.

eLearners can search the catalog for activities and programs that meet specific
objectives.

*The system can track learner progress toward meeting objectives and maintain a
history of each learner’s met objectives.

In this exercise, you will learn how to self-assign objectives.

6. Click the Add New Objective button.
| Add New objective |
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Action

There are two ways in which you can search for and add objectives:

1. Type the partial or full name of the objective which you want to add and then click
Search.

2. Click on Search to see the list of pre-defined objectives.

T
My Links | Select One: x| Search

Home|Worklist|Sign ou
Guest Administration Welcome ELM User
Mew Window | Custamize Page | 15,
Add New Objective
objective: Search
Return to Previous Page
oo L[ (vt
Step | Action
8. Click the Search button in order to see the pre-defined list of objectives.
9. The search results list the pre-defined objectives with the corresponding descriptions
and proficiencies.
10. | Click the Select option.
11. | Click the Proficiency list.
12. | Click the 4-Superior list item.
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Step | Action

13. | Click the Select option.

14. | Click the Proficiency list.

15. Click the 3-Good list item.

16. Click the scrollbar to see the rest of the information.

17. Click the Add button.
Add

18. | The Current Obijectives section displays a list of objectives that will now appear on
your My Learning page under My Learning Objectives.

My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration

Welcome ELM User

New Window | Custarmize Page | 15,

Learning Objectives

Current Objectives | Ohbjectives Histary

This page lists your current objectives. Click on Objectives History to view completed objectives.
Click on Find Learning to view catalog iterns and programs that meet objectives that are Needed
Click the leaming activity narme to review progress for ohjectives that are In Progress. Ifthe ohjective
was added by yourself, you can update the setting for Required and Target Completion Date.

[My Learning Objectives

arget

Title Proficiency Status ~ Required I Assigned By  Learning

Completion
?t:irzldj\;}‘ceand 3.600d  Nesded r l—@w Eind Learning [
—u—gEFW';:?{g:S with 4-Superior Meeded - I—Eﬂ w Eind Learning
AunNethJEEIWE| Save | myLearning
ContactUs
51 [T e kemnet

Step Action

19. | Click the Required option.

20. | Click the Calendar icon for selecting the Target Completion button.
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Step | Action

21. | Click the drop down list for selecting the desired month.

Bl

22. | Click the September list item.

23. Click the 26 link.

24. | Click the Calendar icon for selecting the Target Completion button.

Bl

25. | Click the drop down list for selecting the desired month.

26. Click the October list item.

27. Click the 25 link.

28. Click the Save button.

Save

29. | You have successfully completed adding your Learning Objectives.
End of Procedure.

Supplemental Learning - View and Add

Edison allows employees to access their Supplemental Learning Activity using Self Service.
Employees can select the category of supplemental learning (external learning, equivalent
experience, on-the-job training, and so on) that they need. They enter the details of a
supplemental learning activity which complements or replaces learning offered in the catalog.

Additionally, it also allows employees to specify the programs, activities, and objectives for
which they should receive credit based on the supplemental learning.

Procedure
In this lesson, you will learn to add Supplemental Learning activity details.

Christian Lomax will be used as an example in this lesson.
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Home|Worklist|Sign out

My Links | Select One ~| Bearch
Search

Payroll HR Benefits Guest Administration welcome ELM User

Personalize Content Layout

Enterprise Menu E E @My Compensation History E E X WTime & Lahor =]

[ Employee Self Service

% ew Paycheck

Report Time
evizw current and prior paychecks, 9

Report your time and task details for a day,
week, or time period,

Request Absence
Reguest an absence,

Review compensation history for base, variable,
and stock options.

Compensation History Q’%
@

%Direﬂ Deposit %JP% Request Overtime

Add or update your dirsct deposit informatian. Request employes overtime requests.

| view Leave and Comp Balance
Benefits Summary X 31 Wisw annual, sick and compensatory leave
balances,
[~z Benefits Summary
Review a summary of current, past or future
benefit enrallments,

J]i] Payable Time Status
View details of your payable tirme,

e Dependent/Beneficiary Info
S Raview or update dependent and bsnsficiary =
o St i Job and Personal Information —|

Personal Information Summary

Review a summary of your parsonal

information.
100 : B I Y -
Step Action
1. Begin by clicking the Employee Self-Service link.
[¥ Emploves Self Service|
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B Time Reporting

B Personal Information

& Payroll and
Compensation

B penefits

[ Learning

B performance
Management

[# Manager Self Service

[ HCm

[ My Content

[E Portal Adrinistration

[ \orklist

F Reporting Tools

[ PeopleTools

[# HCM Reporting Tools

[# ELM Reporting Tools

- Enterprise Learning PT8.4x

- Hurnan Resources PTH.4x

Benefits

Employee Self-Service

Self Service transactions inclusde: brovsing and searching the catsloy, envaling and viewing your learning transcript

 Time Reporting

Report and review your time, schedules,

request absences and more
Report Time
Vigw Time

Elser Preferences

| Benefits

Revisw health, insurance, savings, pension or
ather benefits information. Review and update

depencent and bensficiary persanal
infarmation.
Blentits Information

Guest
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Personal Information

Revigw and Lpdate parsonal information.

= Personal Information Home
Mame Change

Personal Information Summary
16 More

Learning

Wiew andl maintain lzarming records and
ohjectives, and browse and search the
Iearning catalog

by Learning

Search Catalog

Home|worklist|Sign ou

Welcome ELM User

Edit "Employes Self-Service" Folder

Payroll and Compensation

Review your pay and compensation histary.
Undate your direct deposit and dther deduction
or contribution information

Wigw Payeheck

Wiew Payslips

Wiew Payslip GBR

14 More

Performance Management
AcoEss your performance and development
documents, and evallations you have done
for others

My Performance Documents

| Fapiliviax Dependents and Beneficiaries ElBrowse Catalog
| Fleefoous lBeneits Summary. 4 bors
e —— 5 More..

— Change My Password
- My Personalizations
— My System Profile

€] 0one I I

| Irkernet

Step Action

2. Click the Learning link.

3. Click the Supplemental Learning link.
pupplemental | earning|
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcomns ELM User

4

& Learning
— My Learning
— Search Catalog
-B Catalag .
_A(\Dﬂsaermf; - Supplemental Learning

— Cerification Status

Mew Window | Custornize Page | 5,

— Leamning Objectives Supplernental Learning is learning thatis not listed in the standard learing cataloy. To add supplernental
— Supplemental Learning learning to your Planned Learning or Learning History, selectthe appropriate type of learning you wantto
[ Performance add and click the Continue button
Management
[# Manager Self Service
[ HCem
[# My Content

“Type: [l
[# Portal Administration j
[ worklist

[# Reporting Tools * Required Field

[ FeopleTools Continue
[ HCM Reporting Toals

[ ELM Repoting Tools

- Enterprise Learning FT8.4x
- Human Resources PTS.4x
[~ EacilityAx

- ElestFocus

— Change My Password

- My Personalizations

— My System Profile

[&1 pene [T e kemnet

Step Action

4. Click the Collapse button to enlarge the screen.

5. Click the Type list.
ISeIect... j|

6. You can select one of the Supplemental Learning types depending on the category in
which the topic falls.

7. Click the On-the-Job Training (OJT) list item.
[2n-the-Jok Training (0JT) |

8. Click the Continue button.

9. The Supplemental Learning Details page displays details such as Title (name of the
Supplemental Learning activity), Description (a brief explanation of the
Supplemental Learning activity), Status, Type (category in which the Supplemental
Learning falls), Start and End Date (duration of the activity), Location, and
Supervised By.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration Welcomns ELM User

New Window | Custarmize Page | 15,

Supplemental Learning

Enter the basic infarmation concerning the supplemental training and click Save to save the new
learning. Map objectives to this supplemental learning by clicking Add Ohjecives under the Map
Objectives box below. To remove click the Delete icon.

*Title: ”

“Description: =

“Status: [Select.. =1

Tyme: On-the-Job Training (OJT)
*Start Date: 071162007 [
“End Date: 712007

*Location: |

*Supervised By: |

“ou have not added any objectives.

Add Objectives

*Required Field

save | it earming ﬂ
2] Done | [ e meemet

Step Action

10. Click in the Title field.

11. Enter "Work Ethics" into the Title field.

12. | Click in the Description field.

13. | Enter "This class will guide the employees to maintain a better workplace." into
the Description field.

14. | Click the Status drop down list.

|Se|ect... jl
15. | Click the Submit For Approval list item. This will workflow to the manager.
|SubmitFUrAppruval |

16. Click the Calendar icon to choose a data as a Start Date.

17. | Click the drop down list to select desired month.

E

18. | Click the September list item.

19. | Click the 18 link.

20. Click the calendar icon to choose a date as an End Date.
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Step | Action

21. | Click the drop down list to select desired month.

22. | Click the September list item.

23. Click the 18 link.

24. Click in the Location field.

25. Enter "Office Room Nos. 1087" into the Location field.

26. | Click in the Supervised By field.
l |

27. | Enter "Judy Miller" into the Supervised By field.

28. Click the Save button.
[ sae |

29. | You have successfully completed adding a Supplemental Learning Activity.
End of Procedure.
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My Travel

Expense Report - Create

Expense Reports detail expenses incurred while traveling. This process can be the first document
in the reimbursement process or after a travel authorization is created for out of State travel.

According to IRS rule, expense reimbursements become taxable income after 60 days. The State
of Tennessee will be enforcing this rule. Employees are strongly encouraged to submit expense
report within 30 days of travel date.

Per the State of Tennessee travel policy, the first and last day of using the expense type of In State
Meals & Incidentals is to reimburse only 75% of the CONUS rate. Although Edison will
automatically populate with the full rate the amount must be changed to reflect the policy.

Note: When an employee enters an expense type of Lodging or Meals & Incidentals, the system
will populate in the per diem rate. These are the Federal Domestic per diem rates for the
continental United States (CONUS). An employee can submit an amount higher than the CONUS
rate (i.e., conference rates), but the system will produce a warning that the amount entered
exceeds the CONUS rate. The employee will then be prompted for an explanation for the
approver to review.

Procedure

Imagine you are employee John User. You recently traveled to Nashville for training. You wish
to submit an expense report for the incurred expenses.
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Personalize Content Layout

Enterprise Menu
¥ Th Enhancerments
[ Employee Sel-Service
[ Manager Self Service

[# Enterprise Learning

B Hem

B ELM

E FSCM

[® Enterprise Components
[® My Content

F Inwestor Portal

B Partal Administration

B iorklist

Bl FSCM wiorklist

[ Application Diagnostics
[# Tree Manager

[# Reporting Tools

[® PeopleToals

[ HCM Reporting Tonls

[# ELM Reporting Tools

[® EPM Reporting Tools

[® FsCM Repotting Tonls
— ELM {(opens new window)
— EPM {opens new window!
— ESCH {opens new windgw)
— HCM (opens new windgw)
— Eacilitihls

— EleetFocus

— Change bty Password

— My Personalizations

— My System Profile

— My Dictionary

= =
Mo articles currently available
Wiey &Il Aicles and Sections

My Compensation History B = x

%View Paycheck

Review current and prior paychecks.

1

Compensation History
Review compensation history for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

ts Summary =]

Benefits Summary
Review a summary of current, past or future
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b o o upi demmen: e ey
infarmation,

Job and Personal Information

@ Personal Information Summar:

Revisw a summary of your personal
infarmation.

Home|Worklist|Sign out

welcome ten_fin_tw

Iy Reports =] =

Report Manager

Tasks

Task(s) sorted by Due Date
Task Due
= Approval Warknow

Add a Task Show AlVEnhanced.

Time & Labor

Report Time
B ReporEo Ut s anditaskldstai s farialday)
wesk, or time period.

(@48, Request Overtime
A

Request employee avertime requests,

Leave Balances/ Service Credit
Leave Balances/Longewity & Service credit/Sick
Leave Bank Infarmation

Payable Time Summar
View & sumnrnary of your payable time,

Step

Action

1. Click the Employee Self-Service link.

[# Erployee Sel-Service]
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Th
My Links | Select One: ~| Search

Procurement

Home|Worklist|Sign out]

Finance

Logistics wWelcame ten_fin_tv

BIvice
# Zervice Reguest
[ Time Reporting
B Personal Information
E Payroll and
Compensation
& penefits
[ Stock Activity
[ Learning and
Cevelopment
[# Learning
E performance
Managerment
E Recruiting Activities
& Procurement
B Assets
B Assets
[ Travel and Expenses
— Open Resource Reguests
— Emplovee Project Center
— Iravel and Expense Center
— Wiorkflow User Preferences)
— TN Complete Employee
PCR
[# Manager Self Service
[# Enterprise Learning
H HCm
EH ELM
[ FSC
[# Enterprise Components
[ ny Content
@ Investar Portal
F Fortal Administration
3 Worklist
B FSCM Warklist
® Application Diagnostics
[ Tree mManager
# Reporting Tools
# PeopleToole
# HCM Reporting Toals
[# ELM Reporting Toals
# EPM Reparting Tools
|® FscM Renorting Tool Al

Step Action

2. Click the Travel and Expense Center link.

[Travel and Expense Cented

3. Click the Expense Report link.

xpense Report|

4, Click the Create link.

5. The Expense Report Entry page enables you to easily add expense lines and provide
general information as well as other details that are specific for expense types.
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dison

Step | Action

6. When you create an expense report, you have the options on which to base the
document by using the Quick Start list. The selection that you make triggers other
choices that prompt you for details about the expense report. The creation options are:

* Blank Report

e Template

* Travel Authorization

« Existing Report

A Blank Report is completely blank and all values must be manually entered.

A Template allows you to pull a previously created expense template that is pre-
populated with expense types, a location, monetary values (etc..).

A Travel Authorization allows users to copy an approved TA for a specific trip.

An Existing Report allows users to copy an existing report to a new report.

For purposes of this example, we will use a Blank Report.

My Links | Select One: ~| Search

Procurement

Home|Wwaorklist| Sign out

Einance Logistics welcome ten_fin_tv

= Mewindow | Helo | Custorize Pae | & =

[ TH Enhancements
=l Emplayee Seli-Service

[# Service Request

E Tirme Reparting
B Parsonal Information Expense Report Entry ViewAdd Related Documents
B Payroll and
Caompensation supervisor Jane User Defaults Report ID: MNEXT

B Benefits

® Stock Activity Quick Start: :I' ﬂl

Learning and
Development

[ Learning *Description: | Comment;

E Performance R .
Management Business Purpose: | J

E Recruiting Activities Reference: l—
E Procurement
B Assets Default Location: q

F pssets
B Travel and
- Open Resource Requests Accounting Defaults Apply Cash Advance(s) More Options: I ﬂl |
— Emplovee Praject Center
- Travel and Exgense Center Customize | Find 0 8 First [ e ora B Last

— Wyorkflow User Preferences) = =

TN Complets Empl *Ouerview Detall Location Marchant AirHotel Mileags Fer Diem *CUrrEncy [=»
ECR Select ‘Expense Type *Expense Date | *Amount Spent | *Currency | ‘Payment Type *Billing Type
[# Manager Self Service
[# Enterprize Learning |
E HCm I
I

Create Expense Report

-

=i

EH ELM

E Fscm

@ Enterprise Components
[ My Content =y |
3 Investar Portal
[ Paortal Administration Copy Selected | Delete Selected
[ worklist

[ FSCM Worklist

[# spplication Diagnostics
[ Tree Manager Employee Expenses: 0.00 USD Due Employee: 0.00 USD
[# Reparting Tools Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UshD
[ PeopleTools Prepaid Expenses: 0.00 USD -
# HCM Reporting Toals <[] = e == oo | LI_‘
IES=T T}

B EE @

=l
E
E
El

|

Mew Expense ~ | Add Check For Errors
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7. Click the Quick Start list.
| =l

8. Click "A Blank Report".

9. Click the GO button.

10. | The Description field is used to identify the expense report.
Click in the Description field.
l |

11. | Enter the desired information into the Description field.
Enter "Training in Nashville".

12. | Use the Business Purpose field to select from a predefined list of purposes.
Click the Business Purpose list.
| |

13. | Use the navigation bar to scroll to the bottom of the list.

14. | Click "State Training".

[State Training |

15. | You can enter additional information about the expense report in the Comment field.

Click in the Comment field.
B
| -

16. | Enter the desired information into the Comment field.
Enter "Annual Training".

17. | Edison uses what you enter in the Default Location field to automatically populate
the expense location when you enter an expense type. This will be the city, country or
geographical area that you are traveling to.

Click the Look up Default Location button.
18. | Use the Look Up Default Location page to find your Default Location.
Click in the begins with field.
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19. | Enter the desired information into the begins with field.
Enter "TN"
Note: The entry format of the expense location is the State abbreviation and the first 3
letters of the location description. Five letters maximum.

20. | Click the Look Up button.
ook U |

21. | Click "TNNAS".

22. | Use the Details section to identify travel expenses.

23. | Select an expense type to add an expense item.
Click the Expense Type list.
| =

24. | Use the navigation bar to scroll to the bottom of the list.

25. | Click "In State Point to Point Miles".
[in State Pointto Point Miles|

26. | Click in the Expense Date field.

27. | Enter the desired information into the Expense Date field.
Enter "12/01/2007".

28. | Use the Payment Type field to enter how you paid for the expense, such as with a
credit card or cash.
Click the Payment Type list.

29. | Click "Cash".

30. | Click the Billing Type list.

31. | Click "Standard".
Standard

32. | You are required to provide additional information about the In State Point to Point
expense type. You can do this by clicking on the Mileage tab.
Click the Mileage tab.
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33. | The Mileage tab is used to automatically calculate the mileage rate that will be
applied to the Expense Report.

Mileage rates are based on the State Travel Regulation.

34. | The Expense Type and Date information populates in from the Overview tab.

35. | You can calculate the mileage costs by selecting the Calc Mileage button.

Click the Calc Mileage button.

Calc Mileage

36. | Use the Point to Point Mileage Calculation page to enter the origination and
destination location(s) of the trip.

Horme|Worklist| Sign out]

welcame ten_fin_tv

New Window | Help | Customize Page | b5

# TN Enhancements
= Employee Self Senice
[ service Reguest

Time Reporting Ci 5
E Personal Information ‘Location Code  Description *Location Code  Description Miles
Payraoll and l— l—
Compensation | Q Q =]
B Benefits L ________________________________________________________|
[E Stock Activity
[® Learning and
Development
® Learning
B Performance
Management
# Recruiting Activities
Pracurement
H assets
B Assets
[ Travel and Expenses
— Open Resource Reguests 0K Caneel
— Employee Project Center
— Travel and Expense Center
— Wiorkflow User Preferences)
— Tr Complete Employee
ECR
[® Manager Self Service
[# Enterprise Leaming
[ HCmM
[ ELm
[ FSCM

[# Enterprise Components
[ My Content

[ Investor Portal

[ Portal Administration

E yorklist

E FSCM Worklist

[ Application Diagnostics
[ Tree Manager

[ Reporting Tools

# PeopleTools

# HCM Reporting Tools j
E Ol Donading Taal

Step Action

37. | The originating location may default in your base location. If not, you will need to
enter your originating location.

For purposes of this example, you will need to enter your originating location.

Click the Look Up Location Code button.
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38. | The locations are listed by Location Code. You can search for the location by
Location Code or Description of the location.
Click the Search by list.

39. | You may find it easier to use the Description option when searching for a location.
Click "Description™,

40. | Click in the begins with field.
I |

41. | Use the Description field to enter the location.
Enter the desired information into the begins with field.
Enter "Memphis".

42. | Click the Look Up button.

43. | Notice the results all contain "Memphis". You must choose which Description
matches your location.

44. | Click "Memphis SHELBY, TENNESSEE".
[Memphis SHELBY, TENMESSEE]

45. | Now you will choose your destination location.
Click the Look Up Location Code button.

46. | Follow the same steps you performed when choosing your originating location.

47. | Click the Search by list.

48. | Click "Description™.

49. | Click in the begins with field.
I |

50. | Enter the desired information into the begins with field.
Enter "Nashville".

51. | Click the Look Up button.

52. | Click "Nashville DAVIDSON, TENNESSEE".
[Mashville DAVIDSON, TENMESSEE]
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Action

Notice the Miles have been populated. This amount will be used to calculate the
mileage costs.

Click the OK button.

95.

Use the tabs in the Details section to enter additional information about the expenses
reported.

In this example, you will use the Detail tab to enter information about the mileage
expense.

[ TH Enhancements
=l Emplayee Seli-Service

[# Service Request
B Time Reporting Create Expense Report
B Parsonal Information Expense Report Entry ViewAdd Related Documents
B Payroll and
Caompensation supervisor Jane User Defaults Report ID: MEXT
B Benefits e
[ Stock Activity
Learning and *Description: |Traming in Nashville Comment: Annual Training d
Developrment *Business Purpose: | State Trainin, =1
[ Learning pose: g ﬂ
B Performance Reference:
Management
E Recruiting Activities Default Location: NASHYILLE, TN Q
B Procurement
E Assets
B Assets Accounting Defaults Apply Cash Advancels; More Options: | Llﬂl |

B Travel and Expenses

- Open Resource Requests
— Emplovee Praject Center
= Travel and Expense Center

My Links | Select One: ~| Search Gol Home|Worklist|Sign ouy

Einance Procurement Logistics Welcome ten_fin_tv

= Mewindow | Helo | Custorize Pae | & =

HOrvErvien Detail Location Mercharnt AirHotel *Mileage Per Diem *Currency (==

EH ELM

[ worklist

[ FSCM Worklist

[# spplication Diagnostics Employee Expenses: 97.52 USD Due Employee: 97.52 UsD

(F Tree Manager Non-Reimbursable Expenses: 0.00 USD Due Vendor: 000 USD

(# Reporting Tools Prepaii Expenses: 0.00 USD

[ PeopleTools Employee Credits: 0.00 UsD -
# HCM Reporting Toals

R e Tl AN | »

— Wiorkflow User Preferences| Transportation

—IN Complete Emplovee
PCR

[# Manager Self Service | [in State Point to Point Miles 7] |[12/01/2007 2

[# Enterprize Learning

E HCm I

E Fscm I
@ Enterprise Components |
[ My Content =y

3 Investar Portal

G EHEEEL Delete Selected [NewBmpense =] A Check For Errors
# Poral Administration L | | i

Originating
Location

Select ‘Expense Tyne ‘Expense Date D *Miles| Rate ‘ &

204800 |Ca\c M\Ieagel

Ll L Lo

Step

Action

56.

Click the Detail tab.

57.

Use the Description field to enter free form text related to the expense line.

Click in the Description field.
l =
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58. | Enter the desired information into the Description field.

Enter "Mileage from Memphis to Nashville".

59. | Once you have entered all of the information you would like to provide, navigate to
the Overview tab to continue entering the remainder of your expenses.

Click the Overview tab.

60. | Notice the system automatically calculated the mileage amount based upon the
locations you entered on the Mileage tab.

Note: This amount cannot be edited.

61. | Click the Expense Type list.
| =

62. | Use the navigation bar to scroll to the bottom of the list.

63. Click "In State Meal and Incidentals".

[In State Meal and Incidentals |

64. | Click in the Expense Date field.

65. | Enter the desired information into the Expense Date field.

Enter "12/01/2007".

66. | Notice the Amount Spent field populates in with the per diem rate. These are the
CONUS rates established by General Services Administration (GSA).

The per diem rates will populate when choosing expense types of Lodging or Meals
& Incidentals.

If an employee attempts to enter an amount higher than the per diem, the system will
produce a warning before you are allowed to submit the expense report. An
explanation must be entered before preceding further.

Note: The Amount Spent field should be adjusted if the actual expense was less than
the per diem.

67. | Click the Payment Type list.

68. Click "Cash".

69. | Click the Billing Type list.
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70. | Click "Standard".
Standard
71. | Click the Expense Type list.
I M|
72. | Click "In State Lodging".
[In State Lodging |

73. | Click in the Expense Date field.

74. | Enter the desired information into the Expense Date field.
Enter "12/01/2007".

75. | Notice the Amount Spent field populates in with the per diem rate. These are the
CONUS rates established by General Services Administration (GSA).

The per diem rates will populate when choosing expense types of Lodging or Meals
& Incidentals.

If an employee attempts to enter an amount higher than the per diem, the system will
produce a warning before you are allowed to submit the expense report. An
explanation must be entered before preceding further.

Note: The Amount Spent field should be adjusted if the actual expense was less than
the per diem.

76. | The hotel you stayed at charged higher rates than the per diem rate. You will enter this
amount in the Amount Spent field to indicate the lodging expenses incurred.
Edison will produce a warning prior to submission of the report.

77. | Click in the Amount Spent field.

78. | Enter the desired information into the Amount Spent field.

Enter "120.00".

79. | Click the Pafment Type list.

80. | Click "Cash".

81. | Click the Billing Type list.

82. | Click "Standard".

Standard
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The
My Links | Select One: ~| Search

Procurement

Home|Worklist|Sign out]

Finance

Logistics wWelcame ten_fin_tv

= New Window | Help | Custornize Pace | 5 =]

[#] TH Enhancements
=l Employee Sel-Service

[ Service Request

[ Time Reparting
B Personal Information Expense Report Entry viewiAdd Related Documents
B Payroll and
Compensation supervisor Jane User Defaults Report ID: MEXT

E Benefits
[F Stock Activity
E Learning and *Description: |Trammg in Nashville Comment: Annual Training d
| |

Create Expense Report

=

Development
# Learning
Performance Reference:

Management
[ Recruiting Activities Default Location: NASHVILLE, TN Q

B Procurement

*Business Purpose: | State Training j

B Assets
B Aszzets Accounting Defaults Apply Cash Advanceds; More Options: | Llﬂl |

[ Travel and Expenses
— Open Resource Requests
— Employee Project Center

 Travel and Expense Center “Overview Detal *Lacation Merchart Air/Hotel “Mileage “Per Diem *Currency

= Worldlovr User Preferences) Select *Expense Type *Expense Date | *Amount Spent |*Currency | *Payment Type *Billing Type |

_Eummm r [In State Pointto PointMiles =] |[12/0172007 7.52[08D @ [[Cash =|[standard ] |FQ =
% !:&f?ﬁ;?ﬂm;‘a r [in State Meal and Incidentals =] |[12/01/2007 [ || 51.00 USD [cash =] |[standard x| |§i =
% ES‘T r | In State Lodging =l |rzintra007 = ] 120.00 |USD [cash ]| standard x| |Fé. =
% Eilit’;nse Components = |

g mfsntgte;;na\ Copy Selected | Delete Selected | New Expense - ﬂl Check For Errors
[# Portal Adrinistration
3 Worklist

B FSCM Warklist

# Application Diagnostics Employee Expenses: 15562 USD Due Employee: 35552 USD

[ Tree Manager Non-Reimbursahle Expenses: 0.00 UsD Due Vendor: 000 UsD

# Reporting Tools Prepaid Expenses: 0.00 USD

& PeopleTools Employee Crediits: 0.00 USD

[ HCM Reporting Tools <] Vendor Credits: 0.00 USD , -
5] 0t Donosing Taal ’J

Step Action

83. NOTE: This rate does not include hotel taxes. To enter hotel tax, add a new
row and use the Expense Type of "Hotel Taxes".

84. Next, you will enter vicinity miles using the *Expense Type of In State
Vicinity Miles. The Point to Point mileage is different than Vicinity mileage:

- Vicinity mileage is the number of miles that an employee travels in a
particular city for work activities.

- Point to Point mileage is the number of miles between two cities that an
employee drives for work activities.

85. Click the Expense Type list.
| =

86. Use the navigation bar to scroll to the bottom of the list.

87. Click "In State Vicinity Miles".
[In State Wicinity Miles |

88. Click in the Expense Date field.

89. Enter the desired information into the Expense Date field.

Enter "12/01/2007".
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90. Click the Payment Type list.
91. Click "Cash".
92. Click the Billing Type list.
93. Click "Standard".
Standard
94. You will need to access the *Mileage tab to enter the Vicinity miles.

Click the Mileage tab.

95. Click in the Miles field.

96. Enter the desired information into the Miles field.
Enter "25".

97. Click the Overview tab.

98. Notice the system automatically calculated the mileage amount based upon
the number of vicinity miles entered at the *Mileage tab.

99. You need to add an expense line for the return mileage to the origination
location.

You will use the New Expense field to accomplish this task.

100. Click the New Expenses list.
lNew Expense jl

101. You have the option to add Multiple Expenses at one time or a single New
EXxpense.

Click "New Expense" .

102. Click the Add button.

103. Notice an additional line appears to add an expense type.
104. Click the Expense Type list.

I |
105. Use the navigation bar to scroll to the bottom of the list.
106. Click the "In State Point to Point Miles" list item.

[In State Pointto Point Miles |
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107. Click in the Expense Date field.

108. Enter the desired information into the Expense Date field.
Enter "12/02/2007".

109. Click the Payment Type list.

110. Click"Cash".

111. Click the Billing Type list.

112. Click "Standard".
Standard

113. You are required to enter additional information about the In State Point to
Point expense.
You will follow the same process as you did earlier by entering In State Point
to Point expense information. However, this time you will enter the mileage
for the return trip.

114, Click the Mileage tab.

115. You will indicate the Point to Point Mileage detail for the new expense.

116. Click the Calc Mileage button.
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Home|Worklist|Sign out]

Welcome ten_fin_tv

Hew Window | Help | Custornize Pags | 5,

[ T Enhancements
(= Employes Selk-Senice Point to Peint Mileage Calculation
[ Service Request
[ Time Reparting C mize i )
E Personal Information *Location Code  Description *Location Code Description Miles
Payraoll and
Campensation ] Q Q =
B Benefits L ________________________________________________________|
[F Stock Activity
E Learning and
Development
# Learning
Performance
Management

[ Recruiting Activities
& Procurement
B Assets
B Assets
[ Travel and Expenses
— Open Resoutce Reguasts 0K Caneal
— Employee Project Center
- Travel and Expense Center
- Winrkflow User Preferences
- Thl Complete Emplovee
ECR

[# Manager Self Service

[# Enterprize Learning

[ HCm

H ELm

[ FSCh

@ Enterprise Components

3 My Content

[ Investor Portal

[# Portal Adrinistration

3 Worklist

B FSCM Warklist

# Application Diagnostics

[ Tree Manager

¥ Reporting Tools

[# PeopleTonls

# HCM Reporting Toals El
5] 0t Donosing Taal

Step Action

117. You will first need to enter your source location of the return trip.

Click the Look Up Location Code button.

118. Click the Search by list.

Location Code =

119. You may find it easier to use the Description option when searching for a
location.

Click "Description™.

120. Click in the begins with field.
| |

121. Enter the desired information into the begins with field.

Enter "Nashville".

122. Click the Look Up button.

123. Click "Nashville DAVIDSON, TENNESSEE".
[ashville DAVIDSON, TENNESSEE]
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124, Now you will choose the destination location of the return trip.
Click the Location Code button.
[&]

125. Click the Search by list.

126. Click "Description”.

127. Click in the begins with field.
| |

128. Enter the desired information into the begins with field.
Enter "Memphis".

129. Click the Look Up button.

130. Click "Memphis, SHELBY, TENNESSEE".
IMemphis SHELBY, TENNESSEE|

131. Notice the Miles have been populated. This amount will be used to calculate
the mileage costs.

132. Click the OK button.
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[ Time Reparting

[ Personal Information Expense Report Entry ViewAdd Related Documents
B Payroll and

Compensation supervisor Jane User Defaults Report ID: MNEXT
E Benefits

[F Stock Activity

E Learning and *Description: |Trammg in Nashville Comment: Annual Training d
Development

# Learning =

Management

[ Recruiting Activities Default Location: NASHVILLE, TN Q

B Procurement
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Home|Worklist|Sign out]

Procurement

Logistics wWelcame ten_fin_tv

= New Window | Help | Custornize Pace | 5 =]

Sel-Semice
Create Expense Report

=

*Business Purpose: | State Training j

ance Reference:

Accounting Defaults Apply Cash Advanceis) More Options: | LI GO |

3 Worklist

— Employee Project Center —
— Travel and Bxpense Center *Orverview Detail *Location Merchant AirHotel *Mileage *Per Diem *urrency
— wiorkflow User Preferences i iginati
0ROV L JSET FIETRIence S| " " Transportation . Originating
— T Complete Select Expense Type Expense Date D Miles | Rate | Location
FCE
# Manager Self Service [l [In State Point ta Point Miles =] |[12/0172007 (4 212 |0.4600| Cale Mileags
[# Enterprize Learning
= Lo r [1n State Meal and Incidentals =] |[12/01/2007
& ELW
® Fscm (] [In State Lodging | |[1z0172007 |
[ Enterprise Components
=y ot r [in State vicinity Miles | |[1zm1s2007 25 |0.4600
[ Investor Portal
= Fortal Administration r [in State Pointta Paint Miles 7] |[1210272007 212|0.4600|[Calc Milsags |

[ FSCM Warklist Copy Selected | Delete Selected | e Expense > | Add Check For Errors

# Application Diagnostics
[ Tree Manager

E ESSEE;DQDT‘SDIS Employee Expenses: 37754 USD Due Emplovee: 37754 USD
= HCM Reporting Tools " 4| Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 ush , -
5] 0t Donosing Taal H

133.

You will need to enter additional details about the mileage expense.

Click the Detail tab.

134.

Use the Description field to enter free form text related to the expense line.

Click in the Description field.
I =

135.

Enter the desired information into the Description field.

Enter "Mileage from Nashville to Memphis".

136.

Click the Overview tab.

137.

Click the Check for Errors button to check the expense transaction line(s)
for missing or invalid information.

Click the Check For Errors button.

Check Far Errars

138.

Notice the system displayed a red flag next to the expense line where an error
was found.

Note: This is called the Missing or invalid information field.
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139. Click the red flag displayed next to the expense type with the error.

=]

140. Use the Expense Detail page to view and correct missing or invalid
information on expense transaction lines.

The error is described at the top of the page.

141. Review the error.

In this example, you entered an amount over the CONUS rate of 107.00. You
are instructed to provide more information.

Note: The system will direct you to the fields that need further information.
Look for the red highlighted areas under the About this Expense section.

My Links | Select One: ~| Search Home|Wwaorklist| Sign out
Einance Procurement Logistics welcome ten_fin_tv
New Window | Help | Custornize Pace | 5 =]
[ TH Enhancements
=l Emplayee Seli-Service
& Service Request Create Expense Report
& Time Reporting - - N
B Parsonal Information Expense Detail for In State Lodging (Line 3) MlewiAdd Related Documents
B Payroll and :
Cor\rgpensatmn supervisor Jane Report ID: MNEXT
g gfu:irgﬁctww Please enter or update the following information:
Learning and > Location Amount -- You entered an amount over your authorized limit of 107.00 USD. Explain
Development why.
[ Learning
E Performance About This Expense
e Mﬂa;carﬁslwgr.ﬂncuvmea ‘Expense Date: fi2101/2007
E Procurement *Payment Type: Cash ~| I NoReceipt
g :ii:i “Billing Type: Tntemal =] I Non-Reimbursabie
B Travel and Expenses *Start Time (HH:MI): 12:00AM
— Dpen Resource Reguests .
— Ernplovee Projedt Center *End Time (HH:MI): 11:59PM
= Travel and Expense Center *Location: MNASHVILLE, TH Q
— Wiorkflove User Preferences o
— IN Complete Empl D 3‘
PCR i
% g:&fgs;gi‘;:;m;e *Amount Spent: 12000 Refresh Per Diem Amounts
[ HCM *Currency: UED
= ELM P
 Facum *Exchange Rate: 1.00000000 & Y
@ Enterprise Components I ¥ Default Rate
[ My Content
3 Investar Portal Reimbursement Amt: 12000 USD
¥ Portal Administration
[ worklist
(51 FECM Workist Lacation Amount: 1 &
[# spplication Diagnostics -
@ Tree Manager o Receipt: [
[# Reparting Tools ) ’
® PeopleTonls Accounting Detail
E HCM Reporting Tools FPer Diem Deductions
G olbg e Tol ] 1 1 1 e
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142. Use the Location Amount field under Exception Comments to provide the
reason why you exceeded the per diem rate.

Click in the Location Amount field.

143. Enter the desired information into the Location Amount field.

Enter "Could not locate hotel with vacancies at per diem rate. This
amount was approved on TA1234567891".

144, Your approver will review the comments you enter and either approve or deny
the expense report.

145. Click the navigation bar to scroll to the bottom of the page.

146. Click the Return to Expense Report link.

|[Return to Expense Repord

147. Notice the red flag is no longer next to the expense line. This indicates that
you can submit the expense report for approval.

Home|Wwaorklist| Sign out

Procurement | Logistics Welcome ten_fin_tv

- Mewindow | Helo | Custorize Pae | & =

[ TH Enhancements
=l Emplayee Seli-Service

[# Service Request
B Time Reporting Create Expense Report
B Parsonal Information Expense Report Entry ViewAdd Related Documents
B Payroll and
Caompensation supervisor Jane User Defaults Report ID: MEXT
B Benefits e
[ Stock Activity
Learning and *Description: |Traming in Nashville Comment: Annual Training d
Develanment *Business Purpose: | State Trainin, =1
& Learning pose: o El
B Performance Reference:
Management
E Recruiting Activities Default Location: NASHYILLE, TN Q
B Procurement
E Assets
B Assets Accounting Defaults Apply Cash Advancels; More Options: | Llﬂl |

B Travel and Expenses
- Open Resource Requests

— Emplovee Praject Center — - T
— Travelard Expense Gerter “Ouerview Detall “Location Merchart AlrHotel *hileage “Per Diem *Currency
— Workflow User Preferences) USELPW‘TEVEWES Select *Expense Type ‘Expense Date | *Amount Spent |*Currency | *Payment Type *Billing Type |
7;2_,?”‘2‘2 r [in State Pointto Point Milss =] |[12/01/2007 s7.52([UD @ [[Cash =l |Standardj|§3\ b d
% !:@f?ﬁ;ﬁi’;ﬁﬂ;ﬂ r [in State Meal and Incidentals x| |[12/01/2007 (4 |[ 51.00 |USD [cash | |51anuardj|?:; =
E QE,Q" r [In State Lodging =1 |rzm1s2007 & || 12000 |USD [cash ]| standard =] |Ei =
& Eﬁ:g:;nse Companents | |[inState viciniy tiles ~|[rzo12007 11.50([usD@ |[casn = |[etangara =] || | b
g A r [in State Fointto Foint Miles =] |[12002/2007 (5 s7.52|[usD @ |[Casn =] |[Standara =] |Fq -

¥ Portal Administration
= \orkdist Copy Selected | Delete Selected | MNew Expense | Add Check For Errors

[ FSCM Worklist
[# spplication Diagnostics

% g’“ “AE”E?E’I Employee Expenses: 37754 USD Due Employee: 37754 USD

= Psss\e‘;gumﬂn = Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 Ush

@ How eporting Tools Prepaid Expenses: 0.00 USD JL‘
R e Tl AN | »

Step Action

148. Click the navigation bar to scroll to the bottom of the page.
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Step Action

149. Click the Save for Later button to save the expense report without submitting
it for approval. You can save the report with or without invalid or missing
information, and you can modify it later.

Click the Submit button to save the expense report and submit it for approval.
After you submit the expense report, you cannot modify it unless an approver
returns it to you.

150. In this example, you are ready to submit the expense report to your approver.

Click the Submit button.
| Submit |

My Links | Select One: ~| Search Gol Home|Worklist|Sign out]

Einance

Procurement | Logistics welcome ten_fin_tv

= Mew window | Help | Custormize Pate | w2

[# TH Enhancements
= Ermployes Self-Service

B Gervice Request Create Expense Report
= Ti R - i
= -Png?seo?;m%nrfnatim Submit Confirmation viewiadd Related Docurnents
Bl Fayrol and supervisar Jane Report ID: MEXT
Compensation
® Benefits
[ Stock Activity
# Learning and Employee Expenses: 377.54 USD Due Employee: 377.54 USD
Develapment Non-Reimhursable Expenses: 0.00 Uso Due Vendor: 0.00 Uso
& Learning Prepaid Expenses: 000 USD Definition of Totals
& Performance Employee Credits: 000 USD
Managerent Vendor Credits: 0.00 USD
B Recruiting Activities Cash Advances Applied: 0.00 USD
& Procurement
B Assets
Bl Assets v Cikokto submil, or click Cancel 1o return to the expense repar without submitting

[ Travel and Expenses
— Open Resource Reguests
— Emplovee Project Center
— Travel and Expense Center
— Wiorkflow User Preferences)
— TN Complete Employee
PCR

[ Manager Self Service

[ Enterprise Learning

F HCM

[ ELM

F FSCM

¥ Enterprise Companents

[ My Content

(# Investor Portal

[# Portal Administration

(3 orkdist

[ FSCM Worklist

[ application Diagnostics

[ Tree Manager

E Reporting Tools

[ FeopleTools

E HCM Reporting Tools
m T =l

OK | Cancel

Step Action

151. Click the OK button.

152. Notice the Report ID. You can use this number to identify the expense report
in Edison. This number is assigned to an expense report after being saved or
submitted.
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Step Action

153. You have successfully completed Creating an Expense Report.
End of Procedure.

Expense Report - Modify

You can Modify an Expense Report if you have previously saved it, but not submitted it for
approval or if an approver returned it for revision or correction.

Procedure

Imagine you are employee John User. You have saved an expense report for training in Nashville.
You have forgotten to decrease your per diem for meals and incidentals by 75% on the last day of
travel.

You wish to modify the expense report before it is reviewed by the approver.

My Links | Select One ~| Search

Einance Procurement Logistics Welcome ten_userl

Home|Worklist|Sign out

Personalize Content Layout

Enterprise Menu = = [l Edison News Alerts 2] = [l My Reports 2] =
¥ TN Enhancements Mo articles currently available "
] Employee Self-Service HrRErO =TI =T 2

Wiewr All Articles and Sections

(¥ Manager Self Service
[ Enterprise Learning

E Eﬁ:ﬂ My Compensation History = = &
= Facm 8, view Paycheck
E Enterprise Components 2 Review current and prior paychecks. BenorManager

= My Content .
[ content Managerent

B Investor Portal }_!J‘Dl Compensation History

al ¥ Review compensation history for base, variable,

p b SR o
] yorklist Mo Task(s) entries found

¥ Application Diagnostics .

[ Portal Reporting Toals Update Dependent/Beneficiary

® PeopleTnols Update personal profile of employee dependents

£l HCM Reporting Tools and beneficiaries.

[ ELM Reporting Tools
¥ EPM Reporting Tools

. Direct Deposit
[E FSCM Reparting Toals % .
B T Conversion Add or update your direct deposit information.

#ddaTask | spow alEnhanced

- mpplicant Semices Time & Labor R
— ELM (opens new window) ? Report Time
- = p
EPM (opens new window Benefits Summary BE R e g Bme and ek deiels o o dey,
- ESCM (opens new window! =3 week, or time period.
— HiCM (opens new windgw) {"’{i;\ﬂenefits Summar
- eSupplier Portal Review a summary of current, past or future
- Eaciiteax benefit enrallments. Q% Reguest Overtime b
— FleetFocus P Request employee overtime requests.
— DemoSite Home _ L.
| workspaces "J(B Dependent/Beneficiary Info
| on 4P Roviow or update depandent and bensficiary T T S
- Change by Passward information. Ju"ﬂ Leavs Balsnces/Longevity & Service credit/Sick
— iy Persanalizations Leave Bank Information
— My Systemn Profile
|- s Dictionary Job and Personal Information B=]1payable Time Summar
3 |payable Time Summary
s .
Personal Information Summar! Juj View 5 sumrnary of your payshle time,
= |Review a summary of your personal ﬂ
2] | [ e meemet

Step Action

1. Click the Employee Self-Service link.

[E Ermployee SelfService]
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[ Service Request

[® Time Reparting

B Parsonal Information

E Payroll and
Compensation

B Benefits

[ Stock Activity

Learning and
Development

[# Learning

& performance
Management

[ Recruiting Activities

E Procurement

E Enroliment

F pssets

B campus Finances

E Campus Personal
Information

B Acadermic Records

Degree
ProgressiGraduation

B Transfer Credit

B Admissions

B Student Admission

B Advisement

E outreach

E Student Recruiting

B Involvernent

B Assets

[ Trawel and Expenses

- Open Resource Requests

— Emplovee Project Genter

— Staffing Apply Online

— Travel and Expense Center

— Sludent Center

— Faculty Center

— Gradebook

— Request Information

— Request Official Transcript

Employee Self-Service

Open Resource Requests
Open Resource Reguests

Travel and Expense Center E

=] Emplayee Travel and Expsnss Contsr

| Service Reguest
Addd or manage self-service Service Requests

| Payroll and Compensation

radebook =
Create assignments and dus dates, enter =
grades for assignmerts and submit mid-term
and final graces.

Service Request Wiizard
e vice Renuest
My Service Reauests

Revisw your pay and compensation history
Updste your direct depost and other

! Learning and Development

14 More:

Addd or review information related to learning
and cther dewelopment such as: langusges,
licenses and cartificates, competenciss, and

=

Py~ Y- P

membership:

Finance

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

s | Gelect One: ~| Search

My Link:

Procurement

., Emnlovee Project Center
[F=] ccmss the sy avess for sntering anc

wigwing project team member information

Student Center
Use the studsnt center to manage school
related activities.

Request Information
Request admission materials and information

/ Time Reporting

Report and review your tims, schedules,
request absences and more:

Repor Time

Wiew Time
ElUser Preferences

| Benefits

Logistics

Home|Warklist| Sign out]

Welcome ten_userl

Edit "Employes Self-Service" Falder

Staffing Apply Online
Statting Apply Orline

Faculty Center
Use the Faculty center 1o manage all your
class, student and advizee related activiies.

Request Official Transcript
Request copies of your official acacermic
transcript mailed to selected addresses.

| Personal Information

Revisw and updats personal information
ElPersonal Information Home
Mame Chands

Personal Information Summary
16 More.

| Stock Activity

Review heath, insurance, savings, pension or

other benefits information. Review and update
dependent and beneficiary personal
information

Bienfits Information

Denendents and Beneficiaries

Biensfits Summary

5 More..

/ Learning

Wiew and maintain lesrning records and
obiectives, and brovse and search the
learming catalag
FElnty Learning

Revisw your stock options and stock
purchases, repart sales and update share
issuance instructions

[=)stock Oution Summary

Stock Option Activity

Stock Purchase Activity

2 More

| Performance Management

Access your performance and development
documerts, and evalustions you have done
for others

My Performance Documerts

=]

&1 Done

U [ |4 irkemet

Action

Click the Travel and Expense Center link.

[Travel and Expense Cented

Click the Expense Report link.

Click the Modify link.

new one.

To modify an Expense Report, the system will return to the same page where you
enter a new Expense Report.

However, this time you will choose to Find an Existing Value instead of creating a

In the example, you will search by Report ID.

You can search for an expense report by using criteria such as Creation Date, Empl
ID, Name, Report Description, ID or Status.
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Benefits

Welcome ten_userl

Mew indow | Help | &

(¥ TH Enhancements
[# Employee Sel-Service Expense Report

[# Manager Self Service
[# Enterprise Learning Enter any information you have and click Search. Leave fields blank for a list of all values

& Hew
[ ELM | Find an Existing Value {_Add a New'Value |
= FSCM

E Supplier Contracts

E custormers

B Products

& Promations
# Custamer Contracts ﬂlw

Order Management
Bl Pricing Configuration - Find an Existing Value | Add a Mew Value
B customer Retumns
B Iterns

[ CostAccaunting
B vendors

® Purchasing

® Irwentory

B eProcurement

Search by: [ReportiD =] sinz with

B Senices Procurement

® Saurcing

# Engineeting

B manufacturing Definitions

Production Contral

[ Configuration Modeler

[ Product Configurations

& quality

[ Demand Planning

® Inventory Policy Planning

E Supply Planning

E crants

® Program Managerment

E Project Costing

® Proposal Management

# mMaintenance
Management

[ Resource Management

B Lease Administration -

2] Done | [ e meemet

Step Action

7. Click in the begins with field.

8. Enter the desired information into the begins with field.

Enter "0000000104".

9. Click the Search button.

10. | You will use the Expense Report Entry page to modify expense reports that have not
been sent for approval or for reports that have been returned for revision.

Notice you can edit select fields on the page.

11. | This expense report was sent back because the per diem per day for the last day was
too high.

Note: Per State policy, the last day of travel only 75% of the per diem for meals and
incidentals can be claimed.
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My Links | Select One: >| Search Gol Home|Worklist|Sign out]

Benefits Finance

Procurement Logistics Welcome ten userl

= New Window | Help | Custornize Pace | 5 =]

(¥ TH Enhancements
[# Employee Sel-Service
[# Manager Self Service

Expense Report
[# Enterprize Learning I P

% e Expense Report Entry
= Fscm John User User Defaults Report ID: 0000000104

E Supplier Contracts

B customers -

B Products *Description: |ﬁra\n|mg in Nashwille Comment: Annual Training d
& Promations ‘Busi . i

@ customer Contracts Business Purpose: |In State Training J j
Qrder Managermnent Status: Pending Reference:

[ Pricing Configuration |-

B customer Returns Default Location: NASHVILLE, TN Q Last Updated: 01022008 BY  ten_usert

& ltems .

H CostAssaunting Post State: Mot Applied

& vendors

& Purchasing | Accounting Defaults Apply Cash Ad i More Options: *| GO |
® Irwentory

B eProcurement
B Senices Procurement

= Sourcing Detail *Location Merchart AirHotel *Mileszacye: *Per Diem *CUrTEnCy

g AEA“Qi“TEQ{iW Deni Select *Expense Tvpe pense Date | *Amount Spent | *Currency | ‘Pavinent Tvpe Billing Type |
anutacturing Definitions —

Production Control - [In State Pointto Point =] |[1z0172007 E 87.52|UsD [cash =] |[standard x] |Eé. -

[ Configuration Modeler — —]

B Product Configurations r [In State Lodging =] 120172007 = ] 99.00 |USD [cash | Istandarqué. =

& uality =

® Demand Planning r [in State Meals & Incidentials =] |[12/01/2007 (4 |[ 51.00 |USD [cash | |51am1amj|ﬁi =

& Inventory Policy Planning -

B Supply Planning r [In State Lodging =1 |[12m272007 9 || 43.00 |USD [cash =l |51amamj|ﬁi =

B Grants =

[ Frogram Management (m [In State Meals & Incidentials x| |[12/02/2007 4 |[ 51.00 |USD [cash | |standaruj|ﬁi. =

B Project Costing =

® Proposal Management r [In State Paint to Paint =l |[12zr0272007 87.52|USD [cash =1 |[standard =] |EC'; -+

B Maintenance
Management Copy Selected | Delete Selected | Mew Expense x| Add Check For Errors
[ Resource Management
[ Lease Administration -4 |
B L[ [ (e

Step Action

12. | Click in the Amount Spent field.
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My Links | Select One: >| Search Gol Home|Worklist|Sign out]

Benefits Finance

Procurement Logistics Welcome ten userl

= New Window | Help | Custornize Pace | 5 =]

(¥ TH Enhancements
[# Employee £~ - vice
[# Manaoer Sen oeivce

Expense Report
[# Enterprize Learning I P

% e Expense Report Entry
= Fscm John User User Defaults Report ID: 0000000104

E Supplier Contracts

B customers -

® Praducts *Description: |Trammg in Nashwille Comment: Annual Training d
& Promations ‘Busi . i

@ customer Contracts Business Purpose: |In State Training J j
Qrder Managermnent Status: Pending Reference:

[ Pricing Configuration |-

B customer Returns Default Location: NASHVILLE, TN Q Last Updated: 01022008 BY  ten_usert

& ltems .

H CostAssaunting Post State: Mot Applied

& vendors

& Purchasing | Accounting Defaults Apply Cash Ad i More Options: *| GO |
® Irwentory

B eProcurement

B Sewvices Procurement = = B E B
® Soureing Overview Detal Locatin Merchart ArHotel leanE Fer Diem Currency

Bl Engineering ct *Expense Type pense Date

= Manufacturing Definitions
Production Contral [In State Pointto Point =] |[1z0172007 E

[ Configuration Modeler
[ Product Configurations
B quality

[ Demand Planning

® Inventory Policy Planning
E Supply Planning

E crants

® Program Managerment

‘Currency | *Payment Type ‘Billing Type |
usp  [[casn =] [standara =] |55.
j |Standardj|§3\
=] |[standara =] |FQ
usn  [[cash =] [stanare =] |Ei
j |Standardj|§3\
g E;ggeﬂc;;oﬂgggemem [In State Paint to Paint =] [12r0272007 97.52|UsD [cash = |[standara =] |FQ

B Maintenance
Management Copy Selected | Delete Selected | Mew Expense x| Add Check For Errors

[ Resource Management
[ Lease Administration -4

& L[ [ (e

m
e
]

[In State Lodging =] [12:0172007

Ll

99.00 USD [Cash

[in State Meals & Incidentials_*] |[1201/2007 51.00 |USD [Cash

1

[In State Lodging =] |[12022007 )

@
@
=
=

[In State Meals & Incidentials | |[12/02/2007 usD [Cash

Ao
(4R IR IR IR IR

Step Action

13. | Enter the desired information in the Amount Spent field.

Enter "38.5".
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B eProcurement
B Senices Procurement
® Saurcing

# mMaintenance
Management

[ Resource Management

B Lease Administration

Benefits
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Gol Home|Worklist|Sign out]

Welcome ten_userl

*Ouerview

Detail

New Window | Help | Custornize Pace | 5 =]
(¥ TH Enhancements
[# Employee Sel-Service
[# Manager Self Service E
xpense Report
[# Enterprize Learning I P
% e Expense Report Entry
= FSCM John User UserDefaults Report ID: 0000000104
E Supplier Contracts =
B customers
® Products *Description: |Trammg in Nashville Comment: Annual Training d
B pramations R . -
® Customer Contracts Business Purpose: |In State Training J j
Qrder Managermnent Status: Pending Reference:
Pricing Configuration | -
B customer Returns Default Location: NASHVILLE, TN Q Last Updated: 01022008 BY  ten_usert
& ltems .
[ CostAccounting Post State: Mot Applied
& vendors
& Purchasing | Accounting Defaults Apply Cash Ad )] More Options: =] ol |
® Irwentory

*Location

Merchart AirHotel

*Currency

Copy Selected | Delete Selected |

=[]

MNew Expense x| Add

g ;g%w;i;mh Defnitions Select *Expense Type ‘Expense Date | *Amount Spent | *Currency | ‘Payment Type *Billiny Type |

Production Cantrol i [In State Pointto Point =] |[1z0172007 E 87 52 |USD [cash =|[stangara =] |Fé. =

E gruug:i‘irg::mnzg“ﬂ?:t?;; - [In State Lodging =] 120172007 = ] 99.00 USD [cash | |51andaruj|§1 = a1
E SS?A’;VM Planming r [in State Meals & Incidentials =] |[12/01/2007 (4 |[ 51.00 |USD [cash | |51am1amj|§1 =

E ‘;‘:2’;}3’;‘:,”,:?:;'“"‘"9 - [In State Lodging =1 |[12m272007 9 || 95.00 |USD [cash =l |s1amamj|§i =

E ﬁ;j;‘};m Management r [In State Meals & Incidentials x| |[12/02/2007 4 |[ 385 usD [cash | |51andaruj|§1 =

E E;gfg;;o,\fgr:ggemem r [In State Paint to Paint =l |[12zr0272007 87.52|USD [cash =1 |[standard =] |FQ -+

Check For Errors

| s

]

| Irkernet

Step

Action

14.

Once you have completed the modifications, click the Check for Errors button to
check the expense transaction lines for missing or invalid information.

Click the Check For Errors button.

Check For Errors

15.

Notice the system did not produce any flags indicating an error or warning.

If there had been an error, the expense line with an error would have been flagged.

16.

Click the navigation bar to scroll to the bottom of the page.

17.

You are ready to submit the expense report for approval.

Click the Submit button.
| Submit l
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Home|Worklist|Sign out]

Benefits

Procurement Logistics

Welcome ten_userl

= Hew Window | Help | Custornize Page | /&
[ TH Enhancements
[# Employee Sel-Service
[ Manaper Self Service Expense Report
[# Enterprise Learning s N
= e Submit Confirmation
[ ELm .
Report ID:
= room John User P 0naonno104
E Supplier Contracts
E custormers
® Products Employee Expenses: 488.29 USD Due Emplovee: 488.29 USD
® Promotions Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
# Customer Contracts Prepaid Expenses: 000 Uso Definition o Totals
COrder Management Employee Credits: 0.00 ush
B Pricing Configuration | Vendor Credits: 000 Uso
& Customer Returns Cash Advances Applied: 0.00 USD
& ltems
[ CostAccaunting
B Vendors v Click OK to submit, or click Gancel o return to the expense repart without submitting
® Purchasing
® Irwentory
B eProcurement
B Senices Procurement LIM
® Saurcing

# Engineeting

B manufacturing Definitions

Praduction Control

[ Configuration Modeler

[ Product Configurations

& Quality

[ Demand Planning

® Inventory Policy Planning

E Supply Planning

E crants

® Program Managerment

E Project Costing

® Proposal Management

# mMaintenance
Management

[ Resource Management

B Lease Administration -

& LT[ (e

Step Action

18. Click the OK button.

19. | You have successfully Modified an Expense Report.
End of Procedure.

Expense Report - View

Edison displays the Expense Report Detail page in read-only mode when using the View option.
After you submit an expense report for approval, you can only view it. You can view expense
reports with these statuses: Approved, Closed, Denied, In Process, Paid, Pending, Submitted, and
On Hold.

Procedure

Imagine you are employee John User. You would like to view a past expense report and its status.
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Payroll

Personalize Content Layout

Enterprise Menu B =
=]

T Enhancemnents
] Employee Sel-Service
(¥ Manager Self Service
[ Enterprise Learning
I HCem
I ELM
E FSCM
[® Enterprise Components
E My Content
[ content Managerent
B |nvestor Portal
B |nternal Contrals Enfarcer
I Fortal Administration
] yorklist
¥ Application Diagnostics
¥ Portal Reporting Tools
¥ PeopleTools
[ HCM Reporting Tonls
[ ELM Reporting Tools
¥ EPM Reporting Tools
[E FSCM Repoting Tonls
[ T Conwersion
— Applicant Services
— ELM (opens new window)
— EFM {opens new window!
— ESCH {opens new windgw)
— HCM (opens new window!
- eSupnlier Portal
|~ Eacilityhlas
- FleelFocus
— DemosSite Home
— Workspaces
— My Account Sign On
— Change My Password
— iy Persanalizations
— My Systemn Profile
— M Dictionary

My Links | Select One Search

Einance Procureme

=]

Edison News Alerts

Mo articles currently available

Wiewr All Articles and Sections

My Compensation History B E X

%View Paycheck

Review current and prior paychecks.

ﬂ Compensation History
F Review compensation history for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

Benefits Summary

Benefits Summary
Review a summary of current, past or future
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b o o upi demmen: e ey
infarmation,

Job and Personal Information

Personal Information Summary

Review a surmmary of your personal

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

Home|Worklist|Sign out

Welcome ten_userl

My Reports
Ho Reports To Display

Report Manager

Mo Task(s) entries tound

#ddaTask | spow alEnhanced

me & Labor

Report Time
e g Bme and ek deiels o o dey,
wesk, or time period.

Q% Request Overtime
i d

Request employee avertime requests.

Leave Balances &Service credit
Leave Balances/Longevity & Service credit/Sick
Leave Bank Information

@9

~|payable Time Summary
View & sumnrnary of your payable time,

4

2]

| Irkernet

Step

Action

[# Erployee Sel-Service]

Click the Employee Self-Service link.
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# Zervice Reguest

[ Time Reporting

B Personal Information

E Payroll and
Compensation

& penefits

[ Stock Activity

[ Learning and
Cevelopment

[# Learning

E performance
Managerment

E Recruiting Activities

B Procurement

& Enroliment

B Assets

® Campus Finances

Campus Personal
Infarmation

B Academic Records

[ Degres
ProgressiGraduation

& Transfer Credit

E Admissions

E student Admission

B Advisernent

& outreach

# Student Recruiting

B Irwolvernent

Assets

Employee Self-Service

= Open Resource Requests
Open Resource Reguests

-, Iravel and Expense Center
[E=] Empicyee Travel and Expsnss Contsr

E" Gradehook

Create assignments and dus dates, ntar
grades for assignments and submit mid-term
and final grades

| Service Request
At OF MANAE Self-Service Servics Reuests

Service Request Wiizard
ervice Reauest
My Service Reguests

Payroll and Compensation

Review your pay and compensation history.
Undate your direct depost and other
deduction or contribution information.

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Finance

Procurement

| Emplovee Project Center
#coess the key areas for entering and
wigwing projsct team member information

udent Center
Use the student certer to manage schaol
related activiies.

E" Bequest Information
Reduest admission materials and information

/ Time Reporting
Report and review your tims, scheties,
request ahsences and more.
Repod Time
View Time
Fllser Preferences

Benefits

Logistics

Gol

Wwelcome ten_userl

Edit "Employes Self-Service" Folder

Staffing Apply Online
Staffing Apply Onlins

Eacutty Center
Use the Facutty center to manage all your
class, student and advisee related activties.

Request Official Transcript
Retuest copies of your official academic
transeript mailed to selected addresses.

! Personal Information

Review health, insurance, savings, pensian or

ather benefits information. Revisw and update
dependent and beneficiary personal

Review and uptate personal infarmation
IlPersonal Information Home

ElName Change

Personal Information Summary

Stock Activity

Review your stock options and stock
purchases, report sales and update share
issuance instructions

Home|Worklist|Sign out]

[ Travel and Expenses

— Open Resource Reguests
— Employee Project Center
— Staffing Apply Online

infarmation

Benefits Information
Dependerts and Beneficiaries
Benefits Summary

=] Stock Option Summary.
Stock Option Activity
Stock Purchase Activity
2Mare...

14 More..

— Travel and Expense Center 5 More:

— Student Center 7 _ 7 _ 1

— Faculty Center Learning and Development Learning Performance Management

_ Gradebook Add or review information related to lsarming g and maintain learning records and Ancess your performance and development

and cther development such as: languages, objectives, end browse and search the documerts, and evaluations you have done

- Reauest Infarration

: ; licenses and certificatss, competencies, and leaming cataln for athers
— Reguest Official Transcript . . P ' — 4 4
I rvrr-rvrr=m——— - memberships: =ity Learning My Performance Documents -

€] 0one I I

| Irkernet

Action

Click the Travel and Expense Center link.

[Travel and Expense Cented

Click the Expense Report link.

xpense Report|

Click the View link.

You can use the Find an Existing Value page to locate an expense report that already
exists in the system.

You can search for an expense report by using criteria such as Creation Date, Empl
ID, Name, Report Description, ID or Status.

You have the option to use the Advanced Search option to narrow the results down
by multiple criteria.

In the example, you will perform a standard search by Report ID.
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Benefits Welcome ten_userl

Mew indow | Help | &

(¥ TH Enhancements
[# Employee Sel-Service Expense Report
[# Manager Self Service

® Enterprise Learning Enter any infarmation you hawe and click Search. Leave fields blank for a list of all values.
EH Hem

= ELm { Find an Existing Value

= FSCM

E Supplier Contracts

® customers Search by: |Repan [ begins wnh||
B Products

& Promations

# Custamer Contracts ﬂlw

Order Management

[ Pricing Configuration |-

B customer Returns

& ltems

[ CostAccaunting

& vendors

® Purchasing

® Irwentory

B eProcurement

B Senices Procurement

® Saurcing

# Engineeting

B manufacturing Definitions

Praduction Control

[ Configuration Modeler

[ Product Configurations

& Quality

[ Demand Planning

® Inventory Policy Planning

E Supply Planning

E crants

® Program Managerment

E Project Costing

® Proposal Management

# mMaintenance
Management

[ Resource Management

B Lease Administration -

2] Done | [ e meemet

Step Action

7. Click in the begins with field.

8. Enter the desired information into the begins with field.

Enter "0000000089".

9. Click the Search button.

10. | The Expense Report Detail page provides information about the requested report.

This page is read-only and cannot be modified.

11. | Notice the Report ID. This number identifies the Expense Report in the system. You
can use this number for tracking of the report.

12. | The General Information section displays general travel information the employee
provided when the expense report was created.
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13. | There are several Status values that can be assigned to an expense report, including:
Approved for Payment: Expense Report is authorized for payment processing.
Closed: Expense Report is marked for closure. Expense reports can be closed if they
have been submitted and approved for payment processing, but are not yet staged for
payment.

Denied: Expense Report was not approved by the approver or auditor.

In Process: Expense Report has been approved by someone on the approval list.

14. | Other Status values include:

Paid: Employee has been issued a reimbursement.

Pending: Employee has not submitted the expense report, or the approver denied and
returned the expense report to the employee. This is the default status for a newly
created expense report.

Staged: Expense report is staged for payment.

Submitted for Approval: The expense report is ready for the approval process.

15. | Notice the Status Field indicates the expense report is Closed.

16. | The Post State field displays whether accounting entries for the expense report have
been posted to the general ledger.

Notice the Post State is Closed. This indicates that report 0000000089 has been
posted to the general ledger.

17. | The Details section displays the expense lines the employee entered.

18. | The tabs located in the Details section are used to provide additional information
about the expenses.
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Benefits

Welcome ten_userl

New Window | Help | Custornize Pace | 5 =]
(¥ TH Enhancements
[# Employee Sel-Service

[# Manager Self Service :

[# Enterprize Learning View Expense Report

% e Expense Report Detail

= Faom Jafn User User Defalts Report ID: A00n0nAsS

E Supplier Contracts
E custormers

® Products Description: Training in Nashwille Comment: Annual Training
& Promations

=

=

# Custamer Contracts Business Purpose:  In State Training
Order Management Status: Closed Reference:
[ Pricing Configuration |- .
® customer Returns Default Location: NASHVILLE, TR Last Update: 10/04/2007 By ten_user
Bl items Post State: Closed
[ CostAccaunting
& vendors
B Purchasing Accourting Defaults More Options: _:I' ol |
® Irwentory
C

B eProcurement
B Senices Procurement

® Sourcing *Ouerview Detall *Location Merchart AirHatel *Currency |
B Engineering *Expense Type *Expense Date | "Amount Spent | "Currency | "Payment Type ‘Billing Type | |
Bl Manufacturing Definitions B
Production Cantral In State Point to Point 021912007 97.52|UsSD Cash Standard ’Er
® Configuration Modeler In State Lodging 0211 912007 99.00 USD Cash Standard Er
[ Product Configurations _
& quality In State Meals & Incidentials |02/19(2007 4050UsD [cash Standard Bl
E Demand Planning E
& Inventory Policy Planning In State Meals & Incidentials  (02/20/2007 51.00|USD Cash Standard E’—
g SupntyPlanning In State Meals & Incidentials |02/21/2007 51.00/USD Cash Standard B
g Pragram Management In State Meals & Incidentials  (02/22i2007 40.50|USD Cash Standard Er
Project Costing =
® Froposal Managerment In State Paintto Point 022212007 9752 USD cash Standard Eir
# mMaintenance
Management
B Resource Management et s Femee e e e S P, -
B Lease Administration -4 | ®
2] Done | [ e meemet

19.

Click the navigation bar to scroll to the bottom of the page.

20.

Use the Totals section to view the totals of the expense lines.

21.

View the history of the expense report in the Action History section.
This section can be used to monitor the approval process.

22.

You have successfully Viewed an Expense Report.
End of Procedure.

Expense Transaction History - View

Employees can use the Employee Expense History page to view their expense transactions for
travel authorizations, cash advances, and expense reports.

Procedure

Imagine you are employee John User. You need information for your records from a past
Expense Report. You can navigate to this information by viewing your Expense Transaction
History.
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Benefits

Payroll

Personalize Content Layout

Enterprise Menu B =
=]

T Enhancemnents
] Employee Sel-Service
(¥ Manager Self Service
[ Enterprise Learning
I HCem
I ELM
E FSCM
[® Enterprise Components
E My Content
[ content Managerent
B |nvestor Portal
B |nternal Contrals Enfarcer
I Fortal Administration
] yorklist
¥ Application Diagnostics
¥ Portal Reporting Tools
¥ PeopleTools
[ HCM Reporting Tonls
[ ELM Reporting Tools
¥ EPM Reporting Tools
[E FSCM Repoting Tonls
[ T Conwersion
— Applicant Services
— ELM (opens new window)
— EFM {opens new window!
— ESCH {opens new windgw)
— HCM (opens new window!
- eSupnlier Portal
|~ Eacilityhlas
- FleelFocus
— DemosSite Home
— Workspaces
— My Account Sign On
— Change My Password
— iy Persanalizations
— My Systemn Profile
— M Dictionary

My Links | Select One Search

Procureme

Edison News Alerts =
Mo articles currently available

Wiewr All Articles and Sections

My Compensation History B E X

%View Paycheck

Review current and prior paychecks.

ﬂ Compensation History
F Review compensation history for base, variable,
and stock options,

it

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

Ben Summary

| 5
Benefits Summary

Review a summary of current, past or future

benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b o o upi demmen: e ey
infarmation,

Job and Personal Information

Personal Information Summary

Review a surmmary of your personal

State of Tennessee — Edison Project
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Home|Worklist|Sign out
Welcome

My Reports
Ho Reports To Display

Report Manager

Mo Task(s) entries tound

#ddaTask | spow alEnhanced

me & Labor

Report Time
e g Bme and ek deiels o o dey,
wesk, or time period.

Q% Request Overtime
i d

Request employee avertime requests.

Leave Balances &Service credit
Leave Balances/Longevity & Service credit/Sick
Leave Bank Information

@9

Payable Time Summary
View & sumnrnary of your payable time,

2]

| Irkernet

Step

Action

[# Erployee Sel-Service]

Click the Employee Self-Service link.
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[ Time Reporting

B Personal Information

E Payroll and
Compensation

& penefits

[ Stock Activity

[ Learning and
Cevelopment

[# Learning

E performance
Managerment

E Recruiting Activities

B Procurement

& Enroliment

B Assets

® Campus Finances

Campus Personal
Infarmation

B Academic Records

[ Degres
ProgressiGraduation

& Transfer Credit

E Admissions

E student Admission

B Advisernent

& outreach

# Student Recruiting

B Irwolvernent

Assets

[ Travel and Expenses

— Open Resource Reguests

Benefits

Employee Self-Service

Open Resource Requests
Open Resource Reguests

Travel and Expense Center

[E=] Empicyee Travel and Expsnss Contsr

Gradehook

Create assignments and dus dates, ntar
grades for assignments and submit mid-term
and final grades

| Service Request

At or manage selt-servics Service Requests
=l Service Reauest Wizard

ervice Request
Iy Service Requests

Payroll and Compensation
Review your pay and compensation history.
Undate your direct depost and other
deduction or contribution information.

vy Payeheck

e Paysips

My Links | Select One: ~| Search

Finance

State of Tennessee — Edison Project
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Gol Home|Worklist|Sign out]

Procurement Logistics Welcome

Edit "Employes Self-Service" Folder

| Emplovee Project Center
#coess the key areas for entering and
wigwing projsct team member information

Staffing Apply Online

Staffing Apply Onlins

E" Student Center
Use the student certer to manage schaol
related activiies.

Eacutty Center
Use the Facutty center to manage all your
class, student and advisee related activties.

E" Bequest Information
Reduest admission materials and information

Request Official Transcript
Retuest copies of your official academic
transeript mailed to selected addresses.

! Personal Information
Revisw and Updats personal information
ersonal Information Home

/ Time Reporting
Report and review your tims, scheties,
request ahsences and more.

Report Time lame Change
L view Time ersonal Information Summary
=lUser Preferences 18 More...
Benefits Stock Activity

Review heath, insurance, savings, pension or
ather benefits information. Revisw and update
dependent and beneficiary personal
information

Benefits Information

Review your stock options and stock
purchases, report sales and update share
issuance instructions

ock Option Summery

ook Option Activity

— Employee Project Center e Payslip GBR Depsnderts and Bensficiariss ook Purchase Activity

— Stafling Apply Online 14 More.. [ElBenefits Summery 2hlore...

— Travel and Expense Center 5 More:

— Sludent Center 7 7 1

— Faculty Center Learning and Development Learning Performance Management

_ Gradebook Add or review information related to lsarming g and maintain learning records and Ancess your performance and development

and cther development such as: languages, objectives, end browse and search the documerts, and evaluations you have done

- Reauest Infarration

: ; licenses and certificatss, competencies, and leaming cataln for athers
— Reguest Official Transcript . . P ' — 4 4
I rvrr-rvrr=m——— - memberships: =ity Learning My Performance Documents -

€] 0one I I

| Irkernet

Action

Click the Travel and Expense Center link.

[Travel and Expense Cented

Click the Review Payments link.

Click the Review Expense History link.
Eg’ew Expense His‘tuM

You can use the Find an Existing Value page to locate your expense history.
You can search for your records by EmplID or Name.
Note: Empl ID= Employee ID.

In the example, you will search by EmplID.
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Benefits

Welcome

El Review Payments | =|
— Wendaor Payments
- Eayroll Payment

Mew indow | Help | &

Status Employee Expense History
— Payroll Payments Enter any information you have and click Search. Leave figlds blank for a list of all values
= Bayment History

— Journal Enlries { Find an Existing Value

Slaged Search by: |Emp\uvee 'DLI begins wwth”

Payments
— Expense Processing Search |
— Cancel Travel Advanced Search
Autharizations
[ Manage Accounting
B Real-Time Analysis
— Travel and Expense
Center
— Land E Administration
Center
[ Billing
B Accounts Receivable
[ Accounts Payable
& eSetilements
[# Asset Management
® IT Asset Management
E Banking
E cash Managerment
B Deal Management
F Risk Managerment
[ Financial Gateway
[ AT and Intrastat
B Excise and Sales TaxvAT

IND
B commitment Contral
[ General Ledger
B Allocations
[# Statutory Reports
E SCM Integrations
[® Set Up Financials/Supply

mC_henn . ﬂ
10 [ L[ [ (@bt
Step Action
6. Click in the begins with field.
I |
7. Enter the desired information into the begins with field.
Enter "00327936".

8. Click the Search button.

9. Use the Employee Expense History page to view expense transactions for travel
authorizations, cash advances, and expense reports.

10. | Use the Expense Dates field to enter relevant date criteria.

11. | The Transaction Type view defaults to all types, but you can narrow the search to
view only specific types.

The Transaction Type options are: All, Cash Advances, Expense Reports, or
Travel Authorizations.

12. | Notice the Transaction Type is currently selected as All. By selecting All, you can
view all cash advances, expense reports and travel authorizations that are on your
record.
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[ Review Payments
— Wendaor Payments
- Eayroll Payment

Status
- Bayroll Payments
= Bayment History

Payments
— Expense Processing
— Cancel Travel
Autharizations
[ Manage Accounting
B Real-Time Analysis
— Travel and Expense
Center

Benefit:

Employee

John User

Expense Dates

From Date:

Through Date:

Transaction Type:

Search

D> Description

State of Tennessee — Edison Project
End User Training Manual — Employee Self Service

My Links | Select One: ~| Search

Logistics

Gol Home|Worklist|Sign out]

s 3 Finance

Procurement Welcome

New Window | Help | Custornize Pace | 5 =]

Expense History

010352007 [5)
010302008 [H

[An

B

Submitted
Amount

Through

Status  From Date Date

— Land E Administration Cash Advance 0000000019 Advance for Travel Paid 5 08/13/2007 09132007 964.00 USD
= Bﬁl‘fﬁ;w Cash Advance 0000000020 Advance for Travel Closed & DG 42007 0901412007 B76.00 LUSD
[E Accounts Receivable Recruiting R

Cash Advance 0000000023 T 081402007 0911472007 B27.20 USD

[ Accounts Payable businesses to T P e
E eSsltiemants Cash Advance 0000000022 Advance for Travel Paid®  09/14/2007 0811412007  B76.00 LSD

Aszet Management =
& 1T Acssl Managoment Cash Advance 0000000024 Travel Closed [ 08/17/2007 09/17/2007  674.00 USD
H Ranking Cash Advance 0000000025 Advance for Travel Paid®  09/18/2007 09192007 964,00 USD
g Cash Management Cash Advance 0000000027 Advance for Travel Paid & D8/252007 08(26/2007  B76.00 USD
= gﬁi u:::g;msm Cash Advance 0000000028 Advance for Travel Paid & 09/25/2007 09/26/2007  288.00 USD
[ Financial Gateway Cash Advance 0000000030 Advance for Travel Denied 5 09/28/2007 08/26/2007  B76.00 LUSD
E VAT and Intrastat Cash Advance 0000000032 Advance for Travel Denied ) DGI262007 0(26/2007  B76.00 LUSD

e and Gales THVAT| - Cagh advance  00N00ND01 Agvance for Travel Denjed & 09/20/2007 096262007 67600 USD
® Commitment Cantral Cash Advance 0000000038 Testforinterunit Paid  10/022007 1000212007 200,00 LUSD
[E General Ledger need to make =
 Allocations Expense Report 0000000085 122 10 PaidE  0B/05/2007 DBGA007 78660 USD
[# Statutory Reports Training in
B 5CM Integrations Expense Report 0000000075 |11 | Closed [ 08/04/2007 DS/06/2007 33000 USD
B setUp Financials/Supply -

=hain | wense Report J0000000FT Trsining Closed | 08/0/2007 09/11/2007 78960 USD -

&1 [ [T T T [ oteme

13.

In this example, you wish to view only Expense Reports.

Click the Transaction Type list.
i |

14. | Click "Expense Reports".

[Expense Reports |

Click the Search button.

15.

16. | Notice the system now only displays Expense Reports. If you chose travel
authorizations as the Transaction Type, the system would only display travel

authorizations.

Other information (1D, Description, Status, From/Through Date and Submitted
Amount) is provided to help you select the correct Expense Report to view.

17. | Click areport ID link in the ID column to open the expense document.

Click "0000000075".
000000075

18. | You can use the Expense Report Detail page to review information related to the

Expense Report.
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19. | The General Information section displays general travel information the employee
provided when the expense report was created.

20. | The Details section displays line information from the Expense Report.

Home|¥arklist| Sign out

Einance Procurement Logistics

Welcame
4
Bl Review Fayments Mewindow | Helo | Custorize Pae | & =

- Vendor Pavments

= Bayroll Payment
Status N

— Payroll Payments View Expense Repert

Eayment Histony Expense Report Detail
John User User Defaults Report ID: 0000000075
B Updale Staged =
Payments Description: Training in Mashville Comment: Annual Training d
— Expense Processing "
— Cancel Travel Business Purpose: In State Training =l
Authorizations Status: Faid Reference:
[ Manage Accounting
® Real-Time Analysis Default Location: MNASHVILLE, TN Last Updated: 08/20/2007 By ten_willis
— Travel and Expense Post State: Paid
Center

— Land E Administration

Center Accouring Defaults More Options: | ~ | | |
g 0 ,

[ gilling
B Accounts Receivable

E Accounts Payable

& eSetierents “Overview Detal “Location Wt chart ArfHotel *Currency

B Asset Managernent *Expense Type *Expense Date | *Amount Spent | *Currency | *Payment Type *Billing Type | ‘

B IT Asset Management = |

® Banking In State Lodging 09/04/2007 198.00|USD Cash Standard |F0.r

g gz:‘h Ma”agemea' In State Meals & Incidentials | 08M04¢2007 4050|USD Cash Standard Fo,r

&l Risk Management In State Meals & Incidentials  |09/05i2007 51.00|USD Cash Standard FQF

[ Financial Gateway =

[ VAT and Intrastat In State Meals & Incidentials  (03/06/2007 40.50|UsD Cash Standard rﬁir

B Excise and Sales TadvAT

IND

E commitment Control Employee Expenses: 330.00 USD Due Employee: 330,00 USD

& General Ledger Non Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD

& Allocations Prepaid Expenses: 0.00 USD

B Statutory Reports Employee Credits: 0.00 USD

B 5CN Integrations Vendor Credits: 0.00 USD

¥ SetUp Financials/Supply Cash Atvances Anplied: nnn usn Z

_Chain _ -4 | >
£] Done I | | | | [ nteme

Step | Action

21. | Click the navigation bar to scroll to the bottom of the page to view additional
information.

22. | You can view the history of the Expense Report in the Action History section.

23. Click the Return to Search button.

LU Return to Search

24. | You have successfully viewed an Employee's Expense Transaction History.
End of Procedure.

Reserve a State Car

Use the FleetFocus Motor Pool Reservation process to create a car reservation for approval.
Employees should only reserve a car when their travel has been approved. Car reservations can be
made up to 10 days in advance of pickup day (counting weekends) without special approval.
Within this 10 day period, you can make a reservation up to the last minute, however it is strongly
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recommended that you provide more notice. Employees wishing to reserve a State car between 10
and 29 days in advance must submit a request to their appropriate supervisor. Employees wishing

to reserve a State car 30 or more days in advance must submit a request to the Commissioners
office for approval.

KEY NOTE:

*Account numbers, which are used to designate the account the car rental should be billed to, can
be obtained by contacting your appropriate Fiscal Office. The Account Number in FleetFocus is
the same as the speed chart and should not be confused with the Account chartfield.

* The first two digits of account numbers are department specific.

Procedure

In this lesson, you will reserve a State vehicle for John Maybe.

My Links | Select One x| Search

My Page ELM Einance Procurement Logistics

Home |warklist|Sign out

WWelcome

Personalize Content Lavout

Enterprise Menu = W Edison News Alerts B = WMy Reports =] =

| TN Enhancements

[® Ernployee Selt-Service

[ Manager Self Senice

g Enterprise Learning
HCM " i

% ELw My Compensation History BB X

[ Fscm

¥l Enterprise Components

[ My Content

E Investor Portal

View Paycheck
TReview current and prior paychecks.

I Portal Administration ﬁ-"ﬂ] Compensation History
[ wiorklist YLEY Review corpensation histary for base, variable,
E Portal Reporting Tools and stack options.

E PeopleTools

[E HCM Reporting Tonls .
F) ELM Reporting Toals Update Dependent/Beneficiary

¥ EFM Reporting Tools Update personal profile of emplayes dependents
) FSCM Reporting Taols and beneficiaries.

— ELM (opens new wind o)
— EPM {opens new window)

Direct Deposit
:%ﬁﬂ% _%Add i UpRHD Sy ¢l (pest: I,
- eSupplier Portal
|~ FacilityMax
- FleelFocus -
| Chvanus by Passward Hﬁls Summary = X
— My Personalizations ;“-’%“Benafits Summary B
- 1y Bystem Profile Review & summary of current, past or future

— Mv Dictionan benefit enrallments.

"%Dagendantlﬂaneficiary Info
& o RGriom @r upr domaneh: oo boneiiEnmy
infarmation.

Job and Personal Information (=N

@ Personal Information Summar

Review a summary of your personal
infarmation.

Step | Action

1. Click the FleetFocus link.

FleetFocus
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FleetFocus~

MAXIMUS Asset Solutions Division

User name: |

Passwordl ‘

Location: | ‘

[ Remember My Logon Information

WARNING! Unauthorized access to this system is prohibited
Violators will be prosecuted.
By continuing you acknowledge that you are authorized to use this system.

Step Action
2. Enter the desired information into the User name field.
Enter "JohnUser".
3. Enter the desired information into the Password field.

Enter "training".

4, Click the Continue button.

5. The locations listed are dispatch locations and you should always select the location
where the car is normally picked up. For example: a pooled dispatch or a MVM
dispatch location.

Click the scrollbar.

Click the M1000 - FLEET MAINTENANCE GARAGE list item.

Click the Motor Pool menu item.
|¢Mutur Pool |

9. Click the Reservation link.

Reservation

10. Click the New Ticket button.
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11. | Click in the Date/Time: field.
Note: This field is required.
I |

12. | Click the Calendar icon button.

13. | Click on the Return day.
14

14. | Click in the Time field.
11:13:55

15. | Enter the desired information into the Time field.
Enter "09:00"
Note: Time must be entered using the Military format (24 hour clock). example: 15:00
=3:00pm

16. | Car reservations can be made up to 10 days in advance of pickup day (counting
weekends) without special approval. Within this 10 day period, you can make a
reservation up to the last minute, however it is strongly recommended that you
provide more notice. Employees wishing to reserve a State car between 10 and 29
days in advance must submit a request to the appropriate supervisor. Employees
wishing to reserve a State car 30 or more days in advance must submit a request to the
Commissioners office for approval.

17. | Click the OK button.

18. | The Rental Class identifies the type of vehicle the employee is requesting.

19. | Click the Rental Class: list.
| =

20. | Click the MIDSIZE SPORT UTILITY list item.
[MIDSIZE SPORT UTILITY |

21. | Double-click in the Reserved For: field.

22. | Double-click
Employee ID: 1236499 - John Maybe
01236499

23. | The Department will default in based on the department that you are assigned on
your employee record. This will not have to be selected.
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24. | Click in the Phone No.: field.
I |

25. | Enter the desired information into the Phone No.: field.
Note: Telephone number must include the area code.
Enter "(615)555-1212"

26. | Press [Tab].

27. | Enter the desired information into the Destination: field.
Enter "Knoxville, TN",

28. | Enter the desired information into the Requested By: field.
Enter "JOHN USER".

29. | Enter the desired information into the Reason: field.
Enter "Conference"

30. | Press [Tab].

31. | The Ref No.: field should be used to enter your Travel Authorization (TA) number

32. | Account Numbers (speedcharts) are used to designate the account the car rental should
be billed to. It can be obtained by contacting your appropriate Fiscal Office. The first
two digits of account numbers are department specific.
Note: Account Numbers (speedcharts) can be modified any time prior to the request
being posted for Billing.

33. | Double-click in the Account No.: field.

34. | Click in the Account Number field.
I |

35. | Enter the desired information into the Account Number field.
Enter "PO".
Note: In FleetFocus the format for Account Numbers does not match the format used
in this example.

36. | Click the Search button.

37. | Notice the system returns all the direct account numbers for department 'PO'. This list
may be short or long depending on the department selected.

38. | Double-click the "PO00000005" list item.
[Pononoonos |

39. | The Notes section should be used to document any pertinent information related to the
car reservation request (i.e., if a group of employees will be riding together in one
car).
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40. Click the Save icon button.

=
i

41. Once the Motor Pool Reservation has been saved, note the MP Ticket No: is 264 and
the Status: is Reserved.

Note: Although the status updates to Reserved upon saving the reservation request, it
is not confirmed until the supervisor has approved the request. This status functions as
Reserved, pending approval.

42. | Although the reservation has been requested, it must be approved by the appropriate
supervisor.

43. | You have successfully Reserved a State Car.

What MVVM requires in order to pick up cars: an approved reservation, a valid drivers
license and your State ID.
End of Procedure.
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